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Official Temporary Duty 'll'avel
Directive 14.1
Policy
(14.1-01)
Itis the policy of the U.S. Nuclear Regulatory Commission to adhere to
the statutory and regulatory principles of 41 CFR 301-304 (Federal
" Travel Regulation), associated Executive orders, Comptroller General
decisions, and decisions of the General Services Administration Board
of Contract Appeals related to official Government travel.
Objective
—/ (141-02)
To provide NRC travelers with procedures, regulations, | and
requirements for official Government travel and the means to properly
claim reimbursement for expenses.
Organizational. Resp0n51b111t1es and
Delegations of Authonty -
(14.1-03) '
Chairman -
(031) '
o Authorizes the use of premium-class common carrier
" transportation for himself ‘or herself and immediate staff, the
Commissioners” and their’immediate staff, members of the
"Executive  Council- (i.e., the Executive Director for Operations
[EDOQO], the Chief Fmanmal Officer [CFO)], the Chief Information
Officer [CIO]) and Comnussron-level office directors and their
-immediate staff (a)
e Approves requests for OfflClal temporary duty travel for himself or
: : . “ herself and immediate staff and from the members of the Executive
\__/ Council and Commission-level -office directors. (b)
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Chairman
(031) (continued)

Commissioners
(032)

Approves requests for official foreign travel from the
Commissioners and their immediate staff, members of the
Executive Council, and NRC employees in Commission-level
offices. (c) - : o

Approves travel vouchers for himself or herself and immediate
staff. (d)

Approve requests for official temporary duty travel and all travel
vouchers for themselves and their immediate staff. (a)

Recommend approval of official foreign travel requests from their
staff to the Chairman. (b)

Director, Office of International

Programs (OIP)
(033)

Inspector General
(034)

Reviews and concurs in all reqiiests for official foreign travel. (a)

Alerts and advises the traveler on any sensitive U.S. Government
foreign policy matters, including agreements or arrangements that
exist or are pending with other countries or agencies that might be
in conflict with the purpose of travel. (b)

. Approves requests for official temporary duty travel and all travel

vouchers for himself or herself and all employees in the Office of
the Inspector General (OIG) and others invited by them to perform
official travel. (a)

Recommends épproval of official foreign travel requests from OIG
travelers to the Chairman. (b)

Authorizes approved official - travel requests for OIG travelers
except foreign travel. (c) :
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Inspector General
(034) (continued)

o Certifies- availability "of travel funds for approved official travel
.- requests from OIG travelers. (d)

.. Authorizes travel advances for expenses incidental to temporary
‘duty travel within the continental United States (CONUS) and
nonforelgn areas out51de CONUS by OIG travelers. (€)

Chlef Financial Officer (CFO)
(035)

e Authorizes the use of premium-class common carrier
transportation for NRC travelers under his or her jurisdiction. (a)

. Approves requests for ofﬁc1al forexgn ‘travel of NRC travelers and
all contractor employees under his or her jurisdiction. (b)

e Approves requests for official temporary duty travel of his or her
- immediate staff and office direetors under his or her jurisdiction. ()

o Approves travel vouchers for himself or herself and immediate
staff. (d) :

Executive Director for Operations (EDQO)
(036)

e Authorizes the use of premium-class common carrier
- tranSportatlon for NRC travelers under his or her jurisdiction. (a)

» Approves requests for official temporary duty travel of his or her
~‘immeédiate staff, reg10na1 adrmmstrators and office directors under
* his or her jurisdiction.'(b)

‘e Approves travel vouchers for hlmself or herself and immediate
- staff. (¢) AR

- Chief Informatlon Ofﬁcer (CIO)
©37) .. .

- .o Authorizes* the use ' of premium-class common carrier
transportation for NRC travelers under his or her jurisdiction. (a)
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Chief Information Officer (CIO)

(037) (continued)

Approves requests for official foreign travel of NRC travelers and
all contractor employees under his or her jurisdiction. (b)

Approves requests for official temporary duty travel of his or her
immediate staff and office directors under his or her jurisdiction. (c)

Approves travel vouchers for himself or herself and unmedlate
staff. (d)

Director, Office of Human Resources (HR)

(038)

Office Directors and

Determines when the paymeﬁt of meals and lodgings within the
vicinity of the official duty station is a necessary training expense
under 5 U.S.C. 4109. (a)

Determines when an interviewee is eligible for travel
reimbursements and communicates the travel rules-and procedures
to the interviewee. (b)

Regional Administrators

(039)
e Control the use of allocated travel funds. (a)
° Af)prove official temporary duty travel requests for NRC
employees and others under their jurisdiction. (b)
° Approve all travel vouchers (in'clﬁding their own) for NRC
employees and others under their jurisdiction. (c)
e Authorize approved official travel (with the exception of foreign
travel) when there will be no expense to NRC. (d)
e Approves requests for official foreign travel of NRC Uavelets ‘and
all contractor employees under his or her jurisdiction. (e)
e Ensure that travelers undeér their jurisdiction are fully informed of
official travel rules and regulations. (f)
4 Approved: January 28, 1998
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Office Directors and

Regional Administrators

(039) (continued)

Designate NRC official representative(s) to attend a funeral when
such attendance -would serve the governmental purposes of

“sustaining employee morale and' reinforcing the agency’s

employees and others’ perception of the significance of the
deceased to the agency This responsibility may not be

" redelegated. (g)

~

Approve free upgrades to business class air transportation obtained

" through the redemptlon of frequent traveler benefits. (h)

Authorize NRC sponsorshlp or co-sponsorshxp of a conference that
involves travel by 30 or more employees )

Reglonal Admlmstrators Only

(0310)

Certify availability of travel funds for approved official travel. (a)

Authorize official travel as above with the exception of foreign

- travel for NRC employees -and others under their jurisdiction

nécessary to accomplish the programs and missions of the NRC. (b)

Authorize -travel advances for expenses incidental to temporary
duty travel. (c)

Examine and pay vouchers for temporary duty travel (except
foreign). (d)

Approve payments for cash purchases of transportation services in
excess of $100. (e)

Ensure that all purchase orders and contracts for lodgings and
meals for NRC travelers are in comphance with the statutory and
regulatory hrmtattons on per drem and actual subsistence rates. (f)

'Deterrmne when .an- mtervxewee is ehglble for travel

.. reimbursements and commumcates the travel rules and procedures

to the interviewee. (g)
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Director, Division of Accounting
and Finance (DAF), Office of the
Chief Financial Officer (OCFO)

(0311)

- Implements statutes, Executive orders, regulations, and decisions

governing the allowance and payment of expenses for official
travel. (a)

Approves exceptions to provisions of this management directive
that are not inconsistent with statutes, regulations, and so forth. (b)

Adrmmsters operational travel functlons including NRC imprest
funds' and third-party payment 'system (TPPS) checks, the

_ Government-issued travel charge card program, the NRC’s use of
Government contract travel agents (travel management centers)

and the establishment and use of Government travel system
accounts. (c)

Examines and pays vouchers for temporary duty travel. (d)

Authorizes approved official foreign travel for all NRC
travelers. (e)

Authorizes travel advances for expenses incidental to official
foreign travel. (f)

Approves payments for cash purchases of transportation services in
excess of $100. (g)

Director, Division of Budget and
Analysis (DBA), OCFO

(0312)

Issues travel allowances. (a)

Certifies availability of travel funds for NRC offices, with the

“exception of regional offices and the Office of the Inspector

General (OIG). (b)

Authorizes approved CONUS and nonforeign areas outside
CONUS temporary duty travel for all headquarters employees

. (except OIG employees) and others invited by them to perform

official travel. (c)

Approved: January 28, 1998
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Director, Division of Budget and
Analysis (DBA), OCFO
(0312) (continued)

o . Authorizes tréyol advances for expensos incidental to CONUS and
nonforeign areas outside CONUS temporary duty travel. (d)

Director, Division of Contracts S
and Property Management (DCPM),

Office of Admmlstratlon (ADM)
(0313)

Ensures that all purchase orders and contracts for lodgings and meals
for NRC travelers are in compliance with the statutory and regulatory
11m1tatrons on per ¢ drem and actual subsistence rates.

Dlrector, Dmsnon of Facilities and

Security (DFS), ADM
(0314)

e Concurs in recommendations "concerning official travel to the
.Commonwealth of Independent States (countries of the former
Soviet Union) and other designated countries (those countries DFS
specifies whose mterests are contrary to U.S. interests). (a)

° Concurs in recommendatlons concerning official travel to other
than the Commonwealth of Independent States or other designated
countnes mvolvmg the transport of classified matter. (b)

e Is informed of requests for oﬁlclal travel to other than the
Commonwealth of Independent States or other designated
- countries not involving the transport of classified matter. (c)

" Reviews and n’r)p'ro'{rés' réqneSts for a waiver under 15 U.S.C: 2225
, (prohlbltmg conferences :in, buildings that do not meet fire

prevention and control guldehnes) ThlS respon51b111ty may not be
- redelegated. (d) - S

(14.1-04) . N

The policy and guidance in this directive and handbook apply to all
-~ NRC employees and others traveling at NRC expense.

Approved: : January 28, 1998 7
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Handbook

(14.1-05)
Handbook 14.1 contains detailed procedures, guidelines, and criteria
to implement official Government travel and claim reimbursement for
expenses.

References

(14.1-06)

Advancements and Deductions (5 U.S.C. 5705).

Authority of the Comptroller General to Settle Claims (31 U.S.C.
3702).

Ctediting Amounts Received for Jury or Witness Service (5 U S C.
5515).

Decisions of the Comptroller General of the United States, General
Accounting Office, Office of the General Counsel, U.S. Government
Printing Office, Washington, DC (e.g., xx C.G. xxx).

Energy and Water Development Appropriations Act of 1997
(Pub. L. 104-206, September 30, 1996).

Energy Reorganization Act of 1974, as amended (42 U.S.C. 5801
et seq.) . .

Executive Order 10988, Employee-Management Cooperation in the
Federal Service, January 17, 1962

--- 13043, Increasing Seat Belt Use, April 16, 1997.
False, Fictitious, or Fraudulent Clairns (18 U.S.C. 287).
Fees for Jury and Witness Service (5 U.S.C. 5537).
Federal Tort Claims Act (28 U.S.C. 2671 et seq.).

| Federai Travel Regulation (41 CFR Chapters 301-304).

Fire Prevention and Control Guidelines for places of Public
Accommodation (15 U.S.C. 2225).

Fly America Act (49 U.S.C. App. 1517).
: Forfeiture of Fraudulent Claims (28 U.S.C. 2514).

8 : Approved: January 28, 1998
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References
(14.1—06) (continued)

- Hotel "and Motel' Fire Safety Act of 1990 (Pub. L. 101-391,
September 25, 1990).

" Hours of Work (5 U.S. C 6101(b)(2))

“Internal Revenue Serv1ce IRS Revenue Ruhng 93-86 interpretation of
the Energy Policy Act of 1992 (1993).

. Leave for Jury or Witness Service; Official Duty Status for Certain
Witness Setvice (5 US.C. 6322)

.NRC Management D1rect1ve 23, “Telecommumcatxons
3. 11, “Conferences and Conference Proceedmgs ”
--4.2, “Admrmstratwe Control of Funds ”

- 7.1, “Tort Claims Agamst the Umted States.”

-- 7.2, ““Claimis for Personal Property Loss or Damage.”
--- 7.3, “Participation in Professional Organizations.”
-- 7.8, “Outside Employment.”

--- 10.1, “Appointments, General Employment Issues, Details, and
Position Changes.”

--- 10.6, “Use of Consultants and Experts.”

--- 10.12, “Use of Advisory Committee Members.”
--- 10.42, “Hours of Work and Premium Pay.”

--- 10.77, “Employee Development and Training.”

--- 10.102, “Labor-Management Relatlons Program for Federal
Employees.”

--- 12.1, “NRC Facility Security Program.”
--- 12.2, “NRC Classified Information Security Program.”
--- 12.6, “NRC Sensitive Unclassified Information Security Program.”

--- 14.2, “Relocation Allowances.”

Approved: January 28, 1998 _ 9
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References

(14.1-06) (continued)

NUREG/BR-0186, “Renting Smart: Car Rental Facts for the NRC
Traveler.” ,

Official Airline Guides (OAG), “Official Traveler” travel guide, Reed
Travel Group, Richard A. Nelson, published quarterly.

Per Diem and Mileage Generally; Subsistence (28 U.S.C. 1821).
Rehabilitation Act of 1973, as amended (29 U.S.C. 701 et seq.)
Standards of Ethical Conduct (5 CFR 2635, Subpart B).
Statements or Entries Generally (18 U.S.C. 1001).

Training (5 U.S.C. 4109). '

Travel Expenses of Witnesses (5 U.S.C. 5751).

Travel, Transportation, and Subsistence (5 U.S.C. 5703). _/

10
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Part 1 wOvervi'ew "

This handbook is de51gned to inform NRC employees and others traveling for
the NRC about the agency’s basic temporary. duty travel procedures and |
requirements. It begins with procedures for preparing travel authorizations and
ends with the travel reimbursement process. Exhibits are incorporated in each |
part of the handbook to 111ustrate the sub_]ect matter presented

If employeeshave questlons about more complex issuesand circumstances, they
should contact the headquarters or regional travel -office for guidance.

. -Relocation allowances for new appointees and transferred employees are

covered in Management Dlrectlve 14. 2

The authority for paying travel, transportatlon lodgmg, and per diem expenses
to those who travel on Government business is covered in the “Federal Travel
Regulation” (FTR, 41 CFR 301-1.1). The FTR isissued and administered by the .
General Services Administration (GSA) ‘and prescribes the mandatory’
regulations for employees who travel at Government expense. This handbook
provides specific directions for NRC employee travel. Apphcable paragraphs of

the FTR are referenced for guidance, as necessary -

The signature authontles and levels of delegatlon are. shown in Exhlblt 1.1 of:
this part. '

App

roved: January 28, 1998
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Exhibit 1.1
Signature Authorities for Official NRC Travel

Position Approves/Authorizes May Delegate

Chairman Authorizes premium-class common carrier
transportation for himself or herself and immediate
staff, the Commissioners and their immediate staff,
members of the Executive Council (i.e., the
Executive Director for Operations [EDO], Chief
Financial Officer [CFO], and Chief Information
Officer [CIO}), and Commission-level office
directors and their immediate staff (see Part 4,
Exhibit 4.2, of this handbook).

Approves NRC Form 279, “Official Travel Within the Office of
Authorization” for himself or herself and the Chairman
immediate staff, the members of the Executive

Council and Commission-level office directors.

Approves NRC Form 445, “Request for Approval of
Official Foreign Travel,” from the Commissioners,

- their immediate staff, the members of the Executive
Council, and NRC employees in Commission-level
offices.

Approves all travel vouchers for himself or herself
and immediate staff.*

Commissioners Approve official travel requests (NRC Form 279)
and all travel vouchers for themselves and their

immediate staff.* gf;thin.ea.ch ,
mmissioner’s

Recommend approval of official foreign travel office

requests on NRC Form 445 from their staff to the

Chairman.

Director , Office Concurs in all requests for official foreign travel

of on NRC Form 445. rfrlf:chén the OIP
International
Programs

*The authority to approve travel vouchers for himself or herself may not be redelegated.

Approved: January 28, 1998
1-2 Revised: 12/29/00



_ Volume 14, Travel
Official Temporary Duty Travel

Handbook 14.1 Part 1
Exhibit 1.1 (continued)
Position Approves/Authorizes " May Delegate
| Inspector Certifies avallablllty of funds approves and
General, Office authorizes official travel and associated travel = .
of the Inspector advances within the continental United States .
General (OIG) (CONUS) and nonforeign areas outside CONUS
.on NRC Form 279 for all OIG employees and | Within the OIG’s
OIG invitational travelers. B office
Approves all travel vouchers for himself or herself
and all OIG employees and OIG invitational
travelers.* S
Chief Financial  Approves official travel requests of the Chairman
Officer (CFO)  and the Commissioners when travel is requested to
or from an alternate location on NRC Form 279.
Authorizes premium-class common carrier -~ Within the CFO s
transportation for NRC travelers under the - (- office to office
jurisdiction of the CFO. - directors
Approves NRC Form 445 for NRC travelers and’ Within the CFO’s
contractors under his or her jurisdiction. office

Approves official travel requests of his or her - .

immediate staff and office directors underthe -~ [} : )
. e . . Within the CFO

CFO’s jurisdiction on NRC Form 279." - of;icﬁo :ffice s

“Approves all travel vouchers for hlmself or herself - | directors
and immediate staff.*

*The authority to approve trave! vouchers for himself or herself may not be redelegated.

Approved: January 28, 1998
Revised: 12/29/00 1-3
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Exhibit 1.1 (continued)
Position Approves/Authorizes May Delegate
Executive Within the EDO’s

Authorizes premium-class common carrier

Approves NRC Form 445 for NRC travelers and
contractors under his or her jurisdiction.

Approves official travel requests of his or her
immediate staff and office directors under the
CIO’s jurisdiction on NRC Form 279.

Approves all travel vouchers for himself or herself
and immediate staff.*

*The authority to approve travel vouchers for himself or herself may not be redelegated.

Within the CIO’s
office

Director for transportation for NRC travelers under the gfiﬁ;;’szfnﬁﬁe (onal
Operations jurisdiction of the EDO. dmini &l
(EDO) administrators
Approves NRC For{n 445 for: NRC t{avelers and Within the EDO’s
contractors under his or her jurisdiction. office
Approves official travel requests of his or her
immediate staff and office directors under the
EDO?’s jurisdiction on NRC Form 279.
Approves verbally or by e-mail planned official Within the EDO’s
travel of regional administrators. office to office
Approves all travel vouchers for himself or herself :g;lci;?;:r:?;;egl onal
and immediate staff.*
Chief Authorizes premium-class common carrier ]
Information transportation for NRC travelers under the Within the CIO’s office
Officer (CIO) jurisdiction of the CIO. to office directors

Within the CIO’s office
to office directors

1-4
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Exhibit 1.1 (continued)

Position Approves/Authorizes

May Delegate -

Director; Office Approves all headquarters requests for pre-
employment interview travel a}nd vouchers (NRC

of Human

Resources Forms 279, 64, 64A or B).

Determines and signs certification statement on
NRC Form 279 that payment of meals and or
lodging within the vicinity of the official duty
station is a necessary trammg expense (see

-Section 2.3.2).

.To branch chief level A
(or comparable)
within the office

Within the HR
office

Office Directors " Approve requests for official travel and travel

and Regional -
Administrators

vouchers (NRC Forms 279, 64, 64A or B) for
NRC employees and others under their
jurisdiction.

May approve their own travel vouchers but not
their travel authorizations (see the appropriate
member of the Executive Council or the
Chairman, as appropriate).

Approve local travel vouchers (SF 1164) for
NRC employees and others under their
jurisdiction.

Authorize approved official travel when there

“will be no expense to the NRC.

Recommend approval of foreign travel requests
of NRC travelers and contractors under their
jurisdiction on NRC Form 445.

Approve free upgrades to business-class air
transportation obtained through the redemption
of frequent traveler benefits on NRC Form 279.

}
|
}
}

To branch chief level
(or comparable)
within the office

No

To branch chief level

(or comparable)
within the office

Approved: January 28, 1998
Revised: 12/29/00
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Position Approves/Authorizes May Delegate
Office Directors Approve requests and travel vouchers for A
and Regional ~ Subsistence and transportation expenses for
Administrators threatened individuals when justified under the
(continued) provisions in Part 8 of this handbook. L
o]
Designate NRC official representatives to attend
the funeral of a fellow employee and pay their
related travel expenses. J
Approve the issuance of blanket travel To branch cl:)i;ef level
" authorizations for their employees. gﬁ“@:‘;ﬁz
Regiqn?l Approve payments of cash purchases of
Administrators  transportation in excess of $100. To branch chief level
Only Approve all regional requests for pre- gﬁ%?hp?:gg
employment interview travel and vouchers (NRC
Forms 279, 64, 64A or B).
To a “funds
Certify the availability of travel funds on NRC certifying official”
Formf)é79. within each region
Authorize approved official travel requests and ggﬁ?:ggm
associated travel advances (except foreign travel) office
for employees under their jurisdiction.
Director, Authorizes official foreign travel and associated
Division of travel advances on NRC Form 279 for all NRC
Accounting and  travelers after NRC Form 445 has been approved by
Finance (DAF), the Chairman or the appropriate member of the Within DAF

Office of the Executive Council.

Chief Financial Approves payments of cash purchases of
Officer transportation in excess of $100.

Approved: January 28, 1998
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_{Position _ Approves/Authorizes -May Delegate

Director, Certifies availability of official travel funds (with
Division of the exception of regional offices and the OIG).
Budget and Authorizes approved official travel requests and
Analysis (DBA), associated travel advances within CONUS and Within DBA
Office of the  nonforeign areas outside the CONUS on NRC
Chief Financial Form 279 for headquarters employees (except
Officer - OIG) and others invited by them to perform

official travel. .
Director, Concurs on NRC Form 445 when travel is to the
Division of Commonwealth of Independent States (countries of
Facilities and = the former Soviet Union) and other designated b Withi

. . . ithin DFS

Security (DFS), countries (those countries DFS specifies whose
ADM interests are contrary to U.S. interests).

Approves requests for a waiver under 15 U.S.C.

2225 (prohibiting conferences in buildings that do No

not meet fire prevention and control guidelines).

Approved: January 28, 1998 -
Revised: 12/29/00
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Part 2 Local Travel at the Official Duty
o - Station .

2.1 Allowable Expenses (41 CFR 301-2.3)

A traveler may be reimbursed for local travel expenses related to the
performance of official business if the travel is not in excess of 35 miles
of the traveler’s regular place of work. The Director, Division of
Accounting and Finance, Office of the.Chief Financial Officer may
approve, in writing, reimbursement for travel to a specific location
beyond 35 miles, but shall not approve requests on an individual trip
basis.

The Government does not pay commuting costs. A traveler may be
reimbursed for local travel between either the traveler’s home or
regular place of work and an official business site. Travel directly from
home to an official business site must be approved in advance by the
local travel approving official in headquarters or each regional office as
shown in Exhibit 1.1, of this handbook.

A traveler can arrange .special transportation to accommodate a
_ physically :- challenged - traveler .. through the headquarters
Administrative Services Center or the appropriate Director, Division
- of Resource Management and Administration, in each regional office.
Unless the impairment is obvious, a doctor shall substantiate, in
-writing, the traveler’s condition.

2.2 " Modes of Travel

. A traveler must choose a mode of travel that is most advantageous to
" the Government (see Section 4.2 of this handbook). The traveler
should consider public transportation whenever possible, Government
vehicles when available, and only use taxis and private vehicles when

approved in advance.

Government vehicles may not be used for transportation to or from an
NRC employee’s home, but, approving officials may approve use of a

Approved: January 28, 1998
Revised: Draft 10/11/00 ’ 2-1



Volume 14, Travel

Official Temporary Duty Travel
Handbook 14.1 Part 2

taxi from work to home for an employee when the following three
conditions are met:

(1) employee is directed to work outside of regular working hours
(2) employee uses public transportation to work

(3) employee would be traveling when public transportation is
infrequent or at night

If a member of a carpool must drive his or her vehicle to work to

- perform official local travel, he or she will not be reimbursed mileage to

and from, or parking fees at, the official duty station.

2.3 Per Diem Allowances (41 CEFR 301-7)

2.3.1 No Per Diem Allowed

2.3.2 Exceptions

The NRCwill not pay per diem for travel thatis notin excess of 35 miles
from the official duty station.

The NRC will reimburse lodging and/or meals taken at the vicinity of
the official duty station only under one of the following:

e Lodging and/or meals are taken while the employee is participating
ina training program and the Office of Human Resources (HR) has
determined that meals and lodgings are necessary training expenses
under 5 U.S.C. 4109 (39 C.G. 119 [1959]). When this determination
is made, an official travel authorization (NRC Form 279), will be
prepared (see Exhibit 3.2, of this handbook) and a certification
included in the remarks section of the NRC Form 279 (e.g.,
“Reimbursement in the amount of $XX.XX for meals and lodgings
isdetermined to be a necessary training expense in accordance with

5 U.S.C. 4109). This certification will be signed by the Director,
HR, or his or her designee.

e A meal is provided as part of a formal meeting or conference
(64 C.G. 406 [1985] and 65 C.G. 508 [1986]) and all three of the
following criteria are met:

— substantial functions take place before and after the meal

Approved January 28, 1998
Revised: 12/29/00
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— the meal is incidental to the meeting

— the employee is not free to take the meal elsewhere without missing
" essential formal dlscussmns, lectures, or speeches concerning the
purpose of the meeting

" A certification, which includes all three of the above criteria, must be
stated in the remarks and signed by the traveler on NRCForm 279 (e.g.,
“Reimbursement in the amount of $XX.XX to attend a luncheon on
[date] is requested as the meal is incidental to the meeting, substantial
functions take place before and after the meal, and I am not free to take
the meal elsewhere without missing an essential lecture concerning the
purpose of the meeting.”)

2.4 How To Get Paid (41 CFR 301-11)

Travelers must use Standard Form (SF) 1164, “Claim for
Reimbursement for Expenditures on Official Business,” for
reimbursement of local travel expenses (see Exhibit 2.1 of this part).

Claims should be made monthly or more frequently when necessary.

Travelers must prepare separate claim forms for each fiscal year when
expenses cover more than one fiscal year.

The NRC will determine reimbursement as follow5'

e actual fare when public transportatlon or taxi is used, plus actual tip
up to 15 percent for taxis

o actual mileage at the current-mileage reimbursement rate (see

Exhibit 4.7 of this handbook), tolls and parking fees (excludlng tips,
. wh1ch are not relmbursable) whena pnvately owned vehicle isused

Local travel claims must be approved by the appropnate ofﬁce dlrector
or regional administrator, or by the approving official to which this
authonty has been redelegated (see Exhibit 1.1 of this handbook)

Approved: January 28, 1998

Revised: 12/29/00



Volume 14, Travel
Official Temporary Duty Travel

Handbook 14.1 Part 2

Exhibit 2.1

Standard Form (SF) 1164, “Cl

aim for Reimbursement for

Expenditures on Official Business”

CLAIM FOR REIMBURSEMENT
FOR EXPENDITURES -
ON OFFICIAL BUSINESS

1. DEPARTMENT OR ESTABLISAMENT, BUREAU, OWWISION OR OF S«CE

2. VOUCHLA wumsen

3 SOMEDULE MIMBER

Read the Privacy Act Statement on tha back of thus frorm.

S. PAID BY

8 RAME ((ast &3 maPe )

8. SOGAL SECUAITY NO,

© MAILING ADDAE S5 (ncacie 29 Cooes

CLAIMANT »

&, OFFICE TELEPONE NUMOEA

&. EXPENDITURES {Ilfmcjamdmcol. () excoous chargo for one person, show n Col. (M) the number of 8datonal persons winch accompamed the
clavnant, .

OATE SAOW ALSTOEIIS COOw = COL &)
A=eLOCal travel
B—Telophone Of tolegraph, or
C—Otnet Expenses (iternzed)

mooO

AMOQUNT CLAIMED

WMILEAGE
AATE

¢ apo | T*S A
nSCEL.

MILEAGE

(EaDom SXDINPIITD 30w daind )

LA, (8
~O OF SONS| LANEDUS
~aes

) P RO o TO

]

I

1o} " [

W accptional spece is requwed continue on the back.

SUSTOTALS CARRIED PORWARD FROM THE
BACK

7. AMOUNT CLAIMED (Total of cols. (0. (o) and (3Jb S TOTALS .
8. This clasm 18 approved. MANCe elephone cails, # sShown, are cardfed 10. | carty that thes clawn is true and corvect ta the best of my knowiedge and
A8 NSCISENrY in the interest of the Govermment. [NOM: I NG cketence Caly belist and that payment or credit has not been recewed by me.
2@ inClucied, the approving OMcal must Neve Deen sutHonred, i1 wntng, Dy . .
the Pead of e depertment or apency 10 80 certly (31 U.S.C. 680a1) PAYMENT OES|RED Spn Originat Only
Ocoreck Ocasn
Sign Originel Only lmn
CLAMSANT
2200 reene
oarx " CASN PAYMINT RECEWT
APPROVING & PAVEE (Sgnonew B DATE AECEVED
OFFICIAL.
BEOM 4! 'W_—
9. This clam s Certified COMect and proper for Payment. e
AUTHORIIE O DATE =
CEATIFYING ' ” ::m“'::.“
BION NERE
ACCOUNTING CLASSIFICATION — o < — s core
o
oo o | oeeer | e e =
2130 L1oc v X0200/X0300
1164-210 'ANDARD PORM 1164 (Rev.11-TD

ST
Pressribed by OSA, FPMR (CFR 41) 1007
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Exhibit 2.1 (continued)

8. EXPENDITURES—Conbdnued

12313 c e appreprares svce i 0ot o} AMOUNT CLARED
© A=—{Local trave! . : o ' MR EACE.
- Y B—Tealaphone or telegraph, or C RATE ~o
- E { 1 sewmace s | BR | TesAS
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Exhibit 2.1 (continued)
Traveler Instructions for Completing SF 1164

This form should be used oniy for claiming local travel expenses.

The item numbers on this form to be filled out by the claimant follow:.

1. Indicate agency.

4, Show name, mail stop or mailing address of claimant, Social Security number, and
office telephone number.

6. (a) List dates travel began and ended.
(b) Indicate appropriate code.

(¢)—(d) List travel points involved, and indicate mode and method of
transportation used. Also include names of passengers, if any, in vehicle
or taxi.

(e) Show actual mileage claimed as official local travel for each day listed.
(f)—(i) Show actual amounts incurred and total each column.
Note:  State on the form the purpose of travel for each trip claimed.

7. Show grand total amount claimed on voucher. Initial any corrections or erasures
shown in totals.

8. Approval signature is required. This signature is certification of the following
statement: “I certify that the travel herein was reviewed and determined to be
essential for the accomplishment of agency programs and mission.”

10.  Claimant’s signature is required.

Complete the accounting classification block with data appropriate to the traveler’s
organization. The procedures for each regional office may vary for providing this information.

Submit one copy of the approved SF 1164 to the headquarters or regional travel office for
processing. Travelers should retain one copy of the approved form.

Approved: January 28, 1998
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Part 3 Travel Authorizations for Travel

Outside of Local Ar'ea

3.1 Getting Started (41 CFR 301-1.101)

3.1.1 Purposes for Which Travel May Be Authdx'izgd

NRC will only authorize travel that is necessary to effectively and
economically accomplish the NRC’s programs and mission. NRC
travel is categorized by specific purpose; each purpose has a code for
reporting (see Exhibit 3.1 of this part for the codes).

v 3.1.2 Traveler’s Responsibﬁities (41 CFR 301-1.3, Subpart A) * .

Prudent Traveler Rule. Travelers are expected to exercise the same
care in incurring expenses as a prudent person would exercise when
traveling on personal business. The NRC will not accept excess costs,
circuitous routes, delays, or luxury accommodations and services under

~this standard. Travelers shall be responsible for excess costs and any
~ additional expenses incurred for personal preference or convenience.

Fire Safety. Employees should, whenever possible, stayin lodgings that
meet the fire safety requirements of the Hotel and Motel Fire Safety

" Actof 1990. The headquarters and regional travel offices have copies of

Federal Register notices listing approved accommodations. The OAG

' ‘fOfficiél Traveler” travel guide, also lists approved accommodations
bycity.

B -Seat Belt Use. Each NRC;eirjlpldygae_’ﬁ:s'i;lg,'a rhb'tdr/i\}'éh'i’clé while

. ;performing official business must have the seat belt properly fastened

at all times when the vehicle is in motion (Executive Order 13043 of
April 16, 1997). All tort claims involving use of a motor vehicle on
official business filed with the NRC must include whether all occupants
of the vehicle were properly using the séat belts so that this information
can be provided to the Secretary of Transportation for preparation of
the annual report to the President.

Approved: January 28, 1998
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3.1.3 Performing Temporary Duty in Connection With Leave

When an employee departs from his or her official duty station for
leave, he or she generally assumes the expense of returning to the

official duty

However, reimbursement of certain

‘transportation and per diem expenses may be authorized when the
performance of temporary duty involves a period of authorized leave as
described in the situations below:

Situation

Result

e Employee is called from leave under
one of the following three situations:

(1) To return to his or her official duty
station or to perform temporary
duty (TDY) at another location. At

the conclusion of business,

employee returns to his or her

leave location.

(2) To perform TDY at another
location. Employee returns

directly to his or her official duty
station from the TDY Location.

(3) To return to his or her official duty
station. Employee does not return

to his or her leave location.

(Comptroller General Decisions: 11 C.G. 336
[1932]; 16 C.G. 481 [1936]; 24 C.G. 443 [1944];

39 C.G. 611 [1960].)

Employee—

(1) May be authorized to travel from

the leave location and return from
the leave location at Government
expense. Contract fares may be
used.

(2) May be reimbursed either the

difference between (a) the
transportation from the leave loca-
tion to the TDY location and
return to the official duty station
or (b) transportation from the
leave location to the official duty
station. Contract fares may be
used from the leave point to the
TDY location and/or official duty

€)) itsape%%onsible for the cost of

returning to the official duty
station and no per diem is allowed.

Approved: January 28, 1998
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Situation

Result

Prior to departing the official duty
station for leave, employeeis .. . .
informed that he or she will need to .
interrupt or curtail his or her
scheduled leave to perform TDY
travel. (24 C.G. 443 [1944],29 C.G.173
[1949].) .

Employee plans to travel to aTDY
location and take annual leave either

before, during, or after performing the’; _
official business and return from the '

TDY location.

Employee plans to travel to a leave
Jocation at the conclusion of official
business and return to the official duty
station from the leave location.

Employee may be reimbursed his or
her actual travel expenses not to
exceed (NTE) the expenses that would

_have been incurred by the usually

traveled route between the official
duty station and the TDY location and
return. ' -
Employee may be issued a roundtrip
ticket at contract fare only for travel
from the official duty station to the
TDY location and return. The ticket
may be exchanged at personal expense
to include the personal portion of
travel, but contract fares are not
permitted for any personal leg of the
trip.

~- Return travel may be reimbursed as
" ‘long as the return travel starts from

the authorized TDY location.

Employee may be issued a roundtrip
ticket at contract fare only for travel
from the official duty station to the
TDY location and return. The ticket
may be exchanged at personal expense

' to include the personal portion of

- travel, but contract fares may not be
“used from the TDY location to the

" leave location and from the leave

location to the official duty station.

- Per dlem Wlll be based on the date the

- employee would have returned to the

official duty station had he or she

- traveled directly from the TDY

location.

Approved: January 28, 1998
Revised: 12/29/00
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Situation Result
* Abandonment of travel because an e Transportation and subsistence
employee is unable to complete expenses will be allowed when such
official business as a result of illness travel is approved as emergency travel
or a personal emergency and travels to under Section 8.6 of this handbook. If

the official duty station or other

not approved, an employee is entitled

geographic location. to transportation and subsistence only

between the official duty station and
the point at which official travel is
abandoned.

3.1.4 Alternate Location Travel

3.1.4.1 Policy

Official travel will only be authorized from an employee’s official duty
station or from the location of the residence from which the employee
commutes to work on a daily basis, unless there is an official need for
alternate location travel or travel is the result of an emergency as
discussed in Section 8.6 of-this handbook. Employees that need to
depart from or return to an alternate location for personal reasons
should use the ticket trade-in procedures outlined in Section 4.3.1.2 of
this handbook.

If official need for departing from or returning to an alternate location
is satisfactorily established, alternate location travel at the
Government’s expense may be authorized. Alternate location travel
will be authorized on a case-by-case basis and must be authorized for
each leg of the trip in which an alternate location is requested. In
determining official need, the following two tests must be considered:

e Cost Effectiveness. Generally, only alternate location travel that is
less costly or slightly more expensive may be authorized if the
alternate location is otherwise in the Government’s best interest.
Major deviations from a usually traveled route in which costs and
travel time are significantly increased would be considered
unreasonable and cannot be authorized.

e Government’s Best Interest. After the travel has been approved as
necessary to accomplish the agency’s mission, it must be

Approved: January 28, 1998
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demonstrated that each leg of the trip that deviates from the usually

traveled route is in the Government’s best interest. One example of
where such travel would be in the Government’s best interest would

be a time savings that enables the employee to spend more duty

time in productive work and less in a travel status. If both departure

from and return to an alternate location is requested, the employee
must be able to demonstrate that each leg of the trip is justified by
official business. Personal convenience will not be a consideration

as a basis for authorizing alternate location travel.

3.1.4.2 Procedures

Alternate location travel will be reviewed and approved on a trip-by-
trip basis. The following information must be provided for each
request:

e Written justification that outlines—

Official itinerary (as if employee was departing from and
returning to the permanent duty [PDY] station)

Proposed alternate location itinerary

Specific reason that the alternate location travel is in the
Government’s best interest  ~

Name of the preparer, if justiﬁcation is prepared by someone
other than the traveler

e Cost comparison that—

Compares the cost of travel from (or return to) the alternate
location versus travel from (or return to) the PDY station or
residence

Includes all relevant costs, including local transportation to (or

. from) the airport (If non-contract carrier is being used as the

basis for the comparison, airline, flight number, and flight

departure time must be noted.)

A worksheet for documenting the cost comparison is located in the
headquarters and regional travel offices. The worksheet is a suggested
format only and not required. '

NRC Form 279, Official Travel Authorization, must note that
departure from (or return to) an alternate location is being requested

Approved: January 28, 1998
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and the specific reason that the alternate location travel is in the
Government’s best interest.

3.2 Approving Official’s Responsibilities (41 CFR 301-1.101, Subpart B)

3.2.1 CONUS and Nonforeign Travel

3.2.2 Foreign Travel

To ensure that travel is necessary and costs are held to a minimum,
approving officials will ensure that—

Travel is necessary to carry out the mission of the NRC.

The matter in question cannot be handled by mail, telephone, or
electronic communication.

The number of individuals traveling for a single purpose iskepttoa
minimum.

The duration of the trip, numbers of travelers, points to be visited,
and itineraries are limited to those essential for performance of
NRC activities.

Conferences, meetings, and seminars attended are directly related
to the accomplishment of NRC’s mission. The NRC considers
participation in activities intended to increase public
understanding of nuclear regulatory objectives as directly related to
NRC’s mission.

Additionally, approving officials will review completed travel vouchers
to confirm that the travel for which expenses are being claimed was
performed as authorized and approve by signing item 25 on the travel
voucher.

The criteria above also applies to foreign travel by NRC employees and
cost-type contractors and subcontractors. In addition, officials
reviewing requests for official foreign travel at NRC expense will—

ensure that attendance at foreign conferences and meetings is held
to a minimum in accordance with NRC Management
Directive 3.11, “Conferences and Conference Proceedings”

scrutinize the official purpose of the tnp and the value of collateral
purposes to ensure validity

3-6
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‘consider whether planned annual -leave would interfere with

current work and withhold approval of excessive leave (As a
general rule, the number of days leave should not be greater than
the number of workdays during travel status, excluding travel days.)

3.2.3 Actual Subsistence Requirements = -

- Officials delegated to approve travel on an actual subsistence basis will

administer travel on an actual subsisténce basis in accordance with
the spirit and intent of the law and Federal Travel Regulation

control travel on an actual subsistence basis to prevent abuses

require written justification of specific unusual circumstances,

- when appropriate |

\/ 3.2.4 . Scheduling Travel

indicate approval by signing item 28 on NRC Form 279 (see
Exhibit 3.2 of this part)

To the maximum extent possible, official travel should be planned and
scheduled so that travel is performed during the employee’s duty hours
in compliance with 5 U.S.C. 6101(b)(2) and 5 CFR 610.123. Employees
required to travel outside their normal duty hours shall, upon request,
réceive from the approving official -or their supervisor a written
.explanation as to why such travel is required.

3.3 Authorizing Official’s Responsibilities (41 CFR 301-1.102, Subpart B)

Authorizing‘ officials should—.,,—‘ ‘

" ensure that all such travel is performed in the most economical and
efficient manner

- be aware of employee travel plans, including plans to take annual
‘leave in conjunction with travel

ensure that all such . tiféilél conforms to the Federal Travel

Regulation

authoﬁze each empl(;yee’s travel séparately on NRC Form 279

Approved: January 28, 1998
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3.4 CONUS/Domestic and Nonforeign Travel Authorizations
3.4.1 Types of Authorizations (41 CFR 301-1.102)

Individual

Actravel authorization that identifies the purpose, the itinerary, and
the estimated cost of travel is issued to an individual for a specific
trip. Office directors, regional administrators, or the approving
official to which this authority has been delegated can approve
requests for official temporary duty travel.

Blanket

Ablanket travel authorization may be issued to an employee when
the employee must occasionally perform emergency travel, travels
continuously, or takes five or more trips during a quarter. Office
directors or regional administrators approve the issuance of
blanket travel authorizations for their employees.

— Blanket travel authorizations are issued annually and funded
quarterly and may only be issued for domestic travel.

— Travel to attend a conference, convention, seminar, or
symposium only for purposes of observation or education, with
no formal role in the proceedings, may not be executed under a
blanket travel authorization.

The following travel requirements may not be covered on the
general blanket authorization. These requirements may be
authorized for a specific trip by amendment to the blanket
authorization before travel or on the travel voucher after the
specific trip is completed.

— per diem in excess of the standard per diem rates, i.e., actual
subsistence

— premium class or upgrades to premium-class accommodations
— cash purchases of transportation tickets in excess of $100

Premium class approval must be obtained from the Chairman or
appropriate member of the Executive Council (i.e., the Executive
Director for Operations, Chief Financial Officer, and Chief
Information Officer as shown in Exhibit 4.2 of this handbook).

Noncontract carrier justification codes may be added to the blanket
travel authorization to ease ticket purchase. However, any travel

Approved: January 28, 1998
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voucher for which a noncontract carrier was used will .include
specific -justification . for :using a noncontract carrier. (See
Section 4.2.1 of this handbook for nonuse categories.)

3.4.2 Travel Purpose Codes

Individual travel authorizations will include the appropriate code for

_ the purpose of travel (see Exhibit 3.1 of this part) and astatement of the
purpose of travel in the remarks section of NRC Form 279 (Exhibit 3.2
of this part). When a traveler submits a voucher for reimbursement
under a blanket travel authorization, he or she shall include the
purpose of the trip. ‘

3.4.3 Estimating Costs

Travel authorizations will include an estimated cost so that travel funds
can be obligated (Exhibit 3.3 of this part explains how to calculate the -
estimated cost of travel). The estimated cost must be broken down by
amounts for—

e common carrier transportation

e subsistence and other travel costs

When obtaining authorization for travel covering more than one fiscal
year, employees will split the estimated travel cost between years.

Blanket travel authorizations will be funded quarterly and will include
a cost estimate on the basis of reasonable expectations of travel during
the period covered by the authorization. The estimated cost must be
‘broken down between common carrier transportation and subsistence
and other travel costs. ’

3.4.4 Preparing NRC Form 279, “Official Travel Authorization”

Travelers will obtain approval for official travel on NRC Form 279 for
- travel outside their local area. (Instructions for completing the form
and adding amendments, if necessary, are provided in Exhibit 3.2 of
. this part.) This form must be approved (see Exhibit 1.1 of this
handbook) and submitted to the headquarters travel office at least
7 days before travel begins. Employees in the regions should notify
- their respective travel offices of the need for a travel authorization at
least 7 days before travel begins. -

Approved: ‘January 28,1998 7
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If travel is to a foreign country (see Section 3.5 of this part for detailed
authorization guidance), employees must submit:

e NRC Form 279 at least 30 days before travel begins

e NRC Form 445, “Request for Approval of Official Foreign Travel”
(see Exhibit 3.4 of this part)

Except in cases of emergency, travel authorizations are to be issued
before incurring any travel expense. In an emergency, the NRC may
reimburse an employee after the travel has been subsequently
approved on NRC Form 279. An employee will include an explanation
of the emergency that precluded prior approval.

3.4.5 Specific Authorization Requirements

The following travel requirements need specific approval on NRC
Form 279:

e actual subsistence instead of per diem (see Section 6.2 of this
handbook)

¢ annual leave

» justification for use of other than contract carrier (see nonuse
categories in Section 4.2.1 of this handbook)

* registration fees (see Section 6.3.4.2 of this handbook)
¢ rental cars (see Section 4.7.3 of this handbook)

* miscellaneous expenses (see Section 6.3 of this handbook)

The following travel requirements shall be addressed in the remarks
portion of NRC Form 279, as appropriate, and any additional

approvals attached to the form:

» use of frequent flyer benefits (see Section 4.3.2 of this handbook)

s premium-class transportation accommodations (see Section 4.2.3
of this handbook)

e additional travel expenses incurred by an employee with a disability
(see Section 8.5 of this handbook)

3-10
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3.5 4For¢ign Travel Authorizations = -

3.5.1 Foreign Travel Defined

Foreign travel includes travel between the 50 States and foreign

. . countries, within a foreign country, or between foreign countries.

Foreign travel does not include travel to, from, and within all territories
.and possessions of the United States, and the Commonwealths of

Puerto Rico and the Northern Mariana Islands, or travel related to the
permanent assignment (1 year or more) of personnel overseas or of an

- alien within the United States.

3.5.2 . Approval Process fo‘r‘,()'fﬁcvial Foreign Travel

The process to obtain approval of official foreign travel normally starts
at least 30 days before travel. NRC travelers shall use NRC Forms 445

‘and 279 to initiate the process for approval of foreign travel. The

exhibits of official travel authorizations and requests for approval of
official foreign travel (Exhibits 3.2 and 3.4, respectively) include
instructions for completing these forms. NRC contractor personnel

_need not prepare NRC Form 279. In some instances, it may be

necessary to use NRC Form 445 on a monthly or quarterly basis for
extended travel.

The office director or regional administrator will recommend the trip
on NRC Form 445 and forward. both the NRC Form 445 and
accompanying NRC Form 279 to the headquarters travel office 30 days

‘before commencement of official travel.. The headquarters travel

office will obtain the necessary concurrences and approvals on NRC
Form 445 and distribute copies to the ‘originating office director or

- regional administrator, the traveler, and the Division of Facilities and
' Security (DFS), Office of Administration (ADM).

When the request covers travel to the Commonwealth of Independent
States (former Soviet-Bloc) or other designated countries, the travel
office will provide an advance copy of the NRC Form 445 to DFS,

ADM.

_ After the Chairman or appropriate member of the Executive Council

* ~ approves NRC Form 445, it will be returned to the headquarters travel

. office to be processed with the NRC Form 279. The NRC will assume

no obligation for foreign travel expenses incurred until NRC Form 445

- has been signed by the Chairman or Executive Council member.

Approved: January 28, 1998

Revised: 12/29/00
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When requests for official foreign travel of contractor personnel have
been approved or disapproved, the originating office must notify the
contractor of such action. The signed original NRC Form 445 shall be
retained by the originating office.

The NRC will not approve NRC Form 445 to assign contractor
employees to public international organizations until notification is
received from the Office of International Programs (OIP) that the
necessary formalities covering such assignments have been completed.

Travel that relates to the permanent or long-term assignment of
contractor personnel overseas, whether or not reimbursed by NRC, is
subject to the same approvals as long-term assignments reimbursed by
NRC. Employees or contractor personnel will use NRC Form 445 for
this purpose. The NRC will approve travel not reimbursed by NRC for
programmatic reasons only.

3.5.3 Presentation Material for Official Foreign Travel

All technical papers to be presented to international groups that
involve policy issues must be submitted to the Commission for review
before delivery. Materials not involving policy issues must be submitted
to the Commission for information only.

3.6 Amendments and Cancellations

3.6.1 Amendments to Individual Travel Authorizations

Once NRCForm 279 has been processed (but before travel has begun),
the employee needs to add an amendment to that form if—

e travel dates vary by more than 3 days on either end of the trip
e the official itinerary changes

e modes of transportation change

e arental car is needed

¢ justification is required for not using a contract carrier

e actual subsistence is needed instead of per diem

e the employee needs to increase an advance of funds

e estimated cost of the trip changes by more than $500

Approved: January 28, 1998
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e annual leave will be taken in conjunction with the travel .

e any other expenses arise that were not originally identified (e.g.,
registration fees, clerical services, excess baggage)

If any of the above occur, headquarters employees must immediately
prepare another NRC Form 279 and mark it as an “Amendment” (citing
the original authorization number, if known). The traveler must revise
or add the necessary information, increase or decrease the estimated
cost, and indicate the changes in the remarks section of the form.
Previous information on the original NRC Form 279 that is unchanged
does not have to be restated unless it appears in a shaded area of the
form. The authorizing process for an amendment is the same as that for
the original NRC Form 279. Employees located in the regions should
notify their respective travel offices when they need an amendment
prepared to their travel authorization.

3.6.2 Amendments to Blanket Travel Authorizations

Travelers must file amendments to blanket travel authorizations to
obtain—

e additional travel funding at the beginning of each quarter and
whenever necessary during the quarter

e authorization for the specific travel requirements stated under
“Blanket” authorization in Section 3.4.1 of this handbook

3.6.3 . Amendments to Foreign Travel Authorizations

Travelers must obtain approval from the Chairman or a member of the
Executive Council, as appropriate, for itinerary changes that involve
travel to countries not included on the original NRC Form 445 or any
other change that results in a $1000 or more increase to the cost of the
trip. A copy of the approved original NRC Form 445 should be
annotated with the changes and submitted for approval, and the
corresponding NRC Form 279 should be amended toreflect the revised
itinerary and increased costs, if any. '

If a proposed foreign visit has to be cancelled or amended, the
originator of the visit request must immediately notify OIP, and DFS,
ADM, if there is a cancellation or amendment to proposed visits to the
Commonwealth of Independent States or other designated countries.

pproved: January 28, 1998
Revised: 12/29/00
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3.6.4 Cancellations

When official travel is cancelled, the traveler should follow the
instructions provided under the “Travel Cancellations” part of the
“Traveler Instructions” provided in Exhibit 3.2.

: Approved: January 28, 1998
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Code

Exhibit 3.1
Travel Purpose Codes
Description

Routine Inspections. Travel to conduct routine (planned) inspections of

.licensed facilities.

Reactive ‘Inspections and Investigations. Travel to conduct reactive
(unplanned) inspections and investigations, as well as travel related to -
enforcement actions. :

Other Inspection Program Related Activities. Travel to develop or revise
inspection program requirements, participate in systematic assessment of
licensee performance (SALP) reviews, meet with other NRC offices on program
matters or technical issues, attend hearings of all kinds, and other similar travel.

Operator Licensing. Travel associated with the activities for the licensing of
operators, the certification of training personnel, and the auditing of training
programs, and all other efforts associated with the operator licensing program.

State Programs and State Assistance. Travelin connection with State programs
and Agreement State programs to assist or review State and local governments.
This code includes travel in connection with assistance provided in materials
licensing or uranium recovery. ' .

International Programs.’ Foreign travel for attendance at meetings on the
implementation or management ‘of bilateral technical exchanges, other
working-group and management meetings, review of export or import

" applications, and vendor inspections. -

‘Special Mission. Travel to carry out NRC missions other than those listed.

Examples include low-level waste management, high-level waste management,

and international safeguards (excluding foreign travel covered under

international programs).

Program Direction/Information Meeting. Travel to attend a meeting to discuss
general -NRC operations, review status reports, or discuss topics of general
interest. This code includes’ travel for program evaluation, personnel
evaluation, and counterpart meetings. Regional directors’ meetings,
headquarters staff visits to regions, and regional staff visits to headquarters are
examples. LT I S

Specialized Training. Travel to receive intra-NRC technical training at the
Technical Training Center in Chattanooga, Tennessee, or other related courses.

Approved: January 28, 1998 .
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Exhibit 3.1 (continued)

Code Description ‘

J Other. Training. Travel to receive NRC-sponsored or NRC-approved training
other than specialized training as listed above.

K Speech or Presentation. Travel to make a speech or a presentation, deliver a
paper, or otherwise take part in a formal program other than a training course.
This code includes a speech or a presentation at a professional conference or
meeting.

L Conference Attendance. Travel to attend a conference, a convention, a seminar,
or a symposium for purposes of observation or education only, with no formal
role in the proceedings. This code includes attendance at a professional
conference or meeting.

M Recruitment Travel. Travel by NRC employees in connection with the recruiting
of prospective NRC employees (other than attendance at professional
conferences or meetings as listed above).

N Employment Interviews. Travel by candidates for the purpose of employment
interviews.

O Invitational Travel. Travel by nonemployees of NRC other than travel for
employment interviews as listed above.

P Emergency Personal Travel. Travel by employees as a result of illness or injury or
a personal emergency while in an official travel status.

Q Intern Travel. Travel by NRC interns while on rotational assignment.

R Other Rotational. Travel while on rotational assignment other than intern travel
as listed above.

S Emergency Preparedness Drills and Exercises. Travel related to the onsite
observation and evaluation of licensee drills and exercises, including critique
and review of corrective actions of any deficiencies identified.

T Hearings. Travel to attend or participate in licensing hearings. This code
includes prehearing conferences.

U Management Programmatic Travel. Travel by management personnel
concerning the mission of the NRC. ' '

A\ Administrative Travel. All travel by administrative personnel not included in
other listed categories.

Approved: January 28, 1998
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w

A W B W

Exhibit 3.1 (continued)
Description

Relocation. Travel in connection with a transfer from one official duty station to
another (permanent change-of-station move). This code includes new

_.appointees when they are first authorized relocation allowances for reporting to

their first duty station.

Other Travel Purposes. All travel for purposes not included in one of the listed
codes. In such cases, the travel authorization should detail a specific purpose.

Local Travel. Travel in the immediate vicinity of one’s official duty station.
Conversion. Office of the Controller use 'o'nly.

Standards Committee Meetings. Travel to develop national or international
standards and to attend official sessions and subcommittee meetings of the
Advisory Committee on Reactor Safeguards.

Commission Office and Commission Office Accompaniment Travel

Add a second character to the travel purpose code to denote commission offices

as follows:

Chairman Shirley Ann Jackson - -
(Reserved) o
Commissioner Greta J. Dicus o -
Commissioner Nils J. Diaz | |
Commissioner Edward McGaffigan, Jr.

“Accompaniment travel” is_travel by the Chairman, Commissioners, and
persons accompanying them. : ~

Approved: January 28, 1998
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Exhibit 3.2
NRC Form 279, “Official Travel Authorization”
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Exhibit 3.2 (continued)
Instructions for Filling Out NRC Form 279

At headquarters, the originating offices (except the Office of the Inspector General [OIG])
will prepare this form, obtain approval signatures, and forward the completed form to the
Budget Planning and Operations Branch (BOPS), Division of Budget and Analysis (DBA),
Office of the Chief Financial Officer (OCFO), for CONUS (the continental United States),
and nonforeign areas outside the CONUS. For foreign travel, forward the completed form to
the Travel Services Section, DAF, OCFO. OIG employees should prepare NRC Form 279 and
submit it to the Funds Certifying Official within the Resource Management and Operations
Support Staff of the OIG. - 8 S

In the regions, each regional office provides its own centralized travel office that prepares the
travel authorizations. When an employee in the region travels to a foreign country and the trip
is being funded by headquarters, the NRC Form 279 will be assigned a headquarters
authorization number and funds certified at headquarters. When a regional office is funding
the trip, the region will assign the authorization number and certify funds. The trip will be
authorized at headquarters in either instance.

The following instructions for filling out NRC Form 279 apply to an original official travel
authorization as well as to all subsequent amendments that may be used in connection with the
particular official travel authorization. B ' ' :

Item Instruction
1 Enter an “X” in the appropriaté blocks to tindicate tﬁe type of official travel
authorization. E a

2 Enter the traveler’s Social Security number. |

3 Leave authorization number bl‘ér-lk. o

4 Enter the traveler’s n:ame, usmg tﬁe ﬁ}ét twd 1n1t1als and .the' lééf'hame. Place fhe
- initials in'the spaces provided. h S

5 Enter the traveler’s iéiéphdﬂe:ﬁliinber. '

6 ‘Enter the appro'prilaté trjaveli pur;iosé code (see ‘I:“.VXhibit 3.1 of this part).

7 Enter an “X” in A'th_‘e vapf)rdr‘;i'.iate block to indicate the traveler’s émployee code.

!

Approved: January 28, 1998
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Exhibit 3.2 (continued)
Item Instruction
8 Enter the complete mailing address when the traveler will be authorized to

10

11
12A-C

13A

13B

13C
13D
14

15
16
17

18A

obtain a travel advance by check rather than by ATM withdrawal using his or her
Government contractor-issued travel charge card. (See Section 5.2.2.1 for
exceptions to the ATM requirements.) If no advance is requested or an
authorized check advance payment is to be sent to the traveler’s office, show
mail stop or regional office address.

Indicate the appropriate fund code which is generally “X0200.” The fund code
for travel that is authorized by the OIG is generally “X0300.” Questions should
be directed to BOPS/DBA/OCFO for a determination.

No entry is required. However, the estimated costs should be shown under
“Domestic” for travel within the CONUS. Travel outside the CONUS should be
shown under “Foreign.” Two lines are included for domestic to permit shared
costs between offices or to split costs between two fiscal years.

Enter only the last digit of the fiscal year in which travel occurs.

Leave blank. The NRC office to which the traveler is assigned will identify the
appropriate codes for these items.

Enter the estimated cost for subsistence and other costs. Refer to Exhibit 3.3 for
instructions on calculating estimated costs of travel.

Enter the estimated cost for common carrier transportation (i.e., air, rail,
steamship, or bus).

Enter the total of items 13A-B.
Enter the total of all costs reflected in each line for item 13C.

Enter the date travel will BEGIN using six numeric characters. Enter the date
travel will END using six numeric characters.

Enter the estimated number of official travel days to the nearest whole day.
Enter the interagency agreement number, if any.

If the traveler is a consultant for NRC, enter the contract number under which
he or she is to perform the official travel.

Enter the point from which travel begins (i.e., official duty station or other
authorized point).

Approved: January 28, 1998
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Item

18B
18C

19
20
20A
20B
20C. -

21
22
22A

22B

22C

7 I

22E

22F -

Exhibit 3.2 (continued)

Instruction

List point(s) of official business in order of exact routing of travel (note: use
actual point(s) of busmess and not alrports)

Enter the point at which travel ends (i.e., ofﬁcxal duty station or other
authonzed pomt)

Enter the perdiemrate or actual subsrstence amount for each destination pomt
Indicate “yes” or “fo.”
Enter the requested amount

Enter the type of advance. See Sectlon 5.2.2 of this handbook for types of
advances and when they can be requested.

Enter the date the advance is required using six numeric characters. Under
“Signature of Traveler,” sign and date :

Leave blank.
Enter the date common carrier tlcket is requlred if appropriate.

Enter the contract carrier nonuse code from “Exceptlons ” Section 4.2.1 of this
handbook, if necessary.

_Enter an “X” if requesting taxi/limousine service for use at the official business
. location, but not if ‘taxiflimousine’ serv1ce is to. be. used between traveler’s

residence and/or ofﬁc1al busrness locatlon and common carrier or other
terrmnal : : .-

: Enter an“X”if requestmg a rental car, and mclude the Justlﬁcatlon foruse of the

car in the remarks section of the form. Travelers 'should be aware of their

..~ responsibility for usmg available Government .Services Administration-

contract rental cars in preference to cornmercral rental cars

Indlcate lf Government-owned vehlcle is to be used

- If traveler is to be authorized excess baggage, indicate the amount to which is

limited (i.e., the number of bags in excess of two to be checked).

" Indicate if any other type of special means of transportation is to be used and

justify in the remarks section of the form.

Approved: January 28, 1998
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Item Instruction
22G,H If a privately owned vehicle (POV) is to be used, indicate if it will be

221,17
23A

23B, C

24A

24B

24C

26

27

28

advantageous to the Government or if the use of the POV is not to exceed the
cost of common carrier. Also note the rate per mile to be authorized (current
mileage rates are shown in Exhibit 4.7 of this handbook).

If POV is used in lieu of available Government-owned vehicle, note the
appropriate rate per mile to be authorized from Exhibit 4.7.

Indicate if reimbursement for per diem is being requested.

If actual subsistence or a special per diem rate is being requested, explain in the
remarks section the reason for the request. The actual subsistence or special per
diem rate also should be reflected under item 19.

Indicate if registration fees are to be authorized, specify the amount, and
indicate if lodging and/or meals are included in the fee and the appropriate
number of each. (Do not include the registration fee if it is being paid by a
training request or purchase order.)

Indicate if any miscellaneous expenses are to be authorized and specify them in
the remarks section (see Part 6 of this handbook).

Indicate if traveler expects to take annual leave during trip, the dates, and the
total hours to be used. The traveler’s supervisor must initial the form for this
item.

Indicate if the traveler does or does not have a Government contractor-xssued
charge card for travel.

This space should identify the purpose of the travel and is to be used for
pertinent facts or information, as indicated in some of the above items or in
Section 3.4.5 of this part. If additional space is needed, use a blank sheet of -
paper providing the traveler’s name and dates of travel at the top of each page
and the approving official’s signature and date of signature on each page.

For foreign travel only, enter the name and title and obtain the signature of the
official certifying availability of funds.

For foreign travel only, enter the name and title and obtain the signature of the -
authorizing official and the date of signature.

For all temporary duty travel, enter the name and title and obtain the signature
of the approving official and the date of signature.

Approved: January 28, 1998
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Exhibit 3.2 (continued)

Item Instruction

29 Leave blank. The designated funds certlfymg and -authorizing officials at
headquarters or reglonal travel offices w111 51gn and date
Travel Reimbursed by the Intematlonal Atomic Energy Agency (IAEA)
The following information should appear on the NRC Form 279 for travel
reimbursed by IAEA (see Section 8. 10 of thls handbook)

6 Reflect “Travel purpose code” as “F”

11 Enter ‘_onl)f the last digit of :d;e il“llsyc.al year 1n which travel occurs.

12A Leave blank. - |

12B Fill in 7G.

12C - Fill in J7019. _
Include the following statement: I
“JAEAwillpay$_____intravel expenses. See attached letter_dqted ”?

.
Approved: January 28, 1998
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Exhibit 3.2 (continued)

Travel Cancellations

When official travel is cancelled, the following steps should be taken:

Notify the headquarters or regional travel office if cancellation of a trip occurs during
working hours. Cancel all reservations that have been made (e.g., airline, train, hotel, and
rental vehicle).

If cancellation of trip occurs outside of working hours and traveler holds air reservations,
call either a specially designated number for the servicing travel agency or the airline
involved. If train reservations are held, travelers will be required to call the carrier (e.g.,
Amtrak). Be sure to obtain a cancellation number from carrier, and add this number to the
ticket when forwarding to the headquarters or regional travel office, along with the
cancellation authorization.

Headquarters employees should prepare an NRC Form 279 as noted below and forward
the form to the travel office. Regional employees should notify their respective travel
offices to prepare the cancellation NRC Form 279. Transportation tickets and travel
advances mustbe returned promptly to the headquarters or regional travel office, and will
not be held for a subsequent trip.

Item Instruction
1 Enter “X” in the block marked CANCEL, and indicate if it is for regular or
. blanket travel.

2 Enter Social Security number.
Enter authorization number of authorization being cancelled.

4 Insert traveler’s name, using first two initials and last name. Place initials in
spaces provided.

13A-D Enter amounts stated on the original authorization preceded by a minus (e.g.,
-500).

14 Insert original travel start date using six numeric characters.

20A If the advance has beenreturned to the headquarters or regional travel office or
if payment is provided with the cancellation, enter the amount of the advance
received preceded by a minus sign (e.g., -100). If not, leave this space blank.

25 Use this space for any pertinent information involving the cancellation.

28 Enter the name and title and obtain the signature of the approving official and

the date of signature.

Approved: January 28, 1998
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Calculating the Estimated Cost of Travel

Domestic Travel

Estimate the cost of domestic travel as follows and enter 1tems 13A-D on NRCForm 279. Costs
should be rounded up to the nearest $5 '

Item Instructlon

13A - Provide the total of all anticipated travel costs except for common carrier
tickets. Determine these costs as follows:

@)

@

o

“4)

Lodging. Multiply the lodglng amount of the authorized per diem (see
Section 6.1.1 for location of per ‘diem’ rates) by the number of nights

- lodging.

Meals and Incidental Expenses (M&IE)

Per diem is not allowed when the travel periodis 12 hours orless.
For travel of more than 12 hours, but not exceeding 24 hours—

- When lodglng is requlred add 3/4 of the allowable M&IE
rate for the lodgmg location.

- When lodgmg is not required, add 3/4 of the allowable
MA&IE rate for the temporary duty assignment location.

- For travel exceedmg 24 hours— ;.‘ :

- Add 3/4 of the allowable M&IE rate for both the first and

last days of travel.

- Add the :full, M&IE rate for each day in travel status
between the first and last days of travel

Refer to Sectlon 6 1.2.2 of thlS handbook for mformatron on how
to determine applicable daily M&IE rates. ~

LLocal 'Iransportatlon to- Common :Carrier ‘Terminal. Add $60 for
© transportation to and from the common carrier termmal if a rental car is

not authorized. : _ R

Rental Car. Disregard item 3 above and 'use'$45 r)er daji fér’ rerftal car
and gasoline costs. Then add $40 for the cost of transportatlon to and
from common carrier termmals and/or rental car pickup points.

Approved: January 28, 1998
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Item Instruction
&) Privately Owned Vehicle (POV)—

. When use of a POV is determined to be advantageous to the
Government, use the mileage guide to determine the roundtrip
mileage and multiply by the current mileage rate, and add $5 per
day for local transportation costs. Add to this amount the
amounts determined in items 1 and 2 above.

° When use of a POV is determined not to exceed the cost of
common carrier transportation, the estimated cost of the trip will
be determined by adding items 1 and 2 and the common carrier
costs as determined below under item 13B.

° Under both methods, show the entire cost under item 13A.

(6) Government Furnished Vehicle. If the travel is of significant distance,
estimate the cost as $5 per day for gasoline and $5 per day to cover
miscellaneous expenses such as tolls and parking fees. Otherwise, only
estimate $5 per day for the miscellaneous expenses. Add the costs of
items 1 and 2 to this amount and show under item 13A.

(7) Add any other authorized miscellaneous expenses, including
registration fees. When registration fees are paid through using a
purchase order or training request, do not include them on NRC
Form 279.

13B Determine the lowest nonrestrictive fare applicable to the travel by using the
Official Airline Guides (OAG), “Official Traveler” travel guide or by calling the
Travel Management Center (TMC) and enter the roundtrip cost under this

item.
13C Enter the total of items 13A and 13B.
13D Enter the total of all entries in Column 13C.
Split-Year Travel

Split-year travel isdefined as a tripin which the start date isin one budget fiscal year (BFY) and
the end date is in the following BFY. The estimated costs will be broken down on two lines, one
for each BFY. To determine the estimated costs of a split-year trip, follow the above
procedures with the following exceptions:

e Enter the roundtrip cost of the common carrier ticket on the first BFY line of the NRC
Form 279.

Approved: January 28, 1998
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Exhibit 3.3 (continued)

e Enter the “Subsistence and Other” costs on the two lines based on the BFY in which they
are expected to occur. T

Foreign Travel and Travel to Nonforeign Areas Outside CONUS

To determine the estimated cost of foreigr'f-t’ravel' and travel to hdnforeign areas outside the
CONUS, follow the above procedures with the following exceptions: °

e Contactthe ﬁeadcjharters or regionnél'tra\?el of’ﬁ_'ceu to dbtain the lodgfhg and M&IE ratesfor
the area(s) to be visited. If travel is to more than one area, average the rates and add $5,
then multiply the figure times the number of days in official travel status.

e Whenarental car is authorized, check with the TMC to determine the estimated cost of the
car because rates are significantly higher in these areas.

Blanket Travel

Follow the procedures as noted in “Domestic Travel” above for the estimated number of trips
\/ to be performed during the period covered by the authorization. :

Approved: January 28, 1998
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Exhibit 3.4

NRC Form 445, “Request for Approval of
Official Foreign Travel”

NRC FORM 445 U, S, NUCLEAR REGULATORY COMMISSION
2-e5)
REQUEST FOR APPROVAL OF OFFICIAL FOREIGN TRAVEL
TO OFHCE DIRECTOR OR REGIONAL ADMIMISTRATOR (Asa dE) FROM BRANCH CHIEF (WAME)
PROGRAM OF FICE BRANCH
ROOM MUSBER BURDING ROOM NUMBER BULDING I TELEPHONE
A. TRAVEL DATES (70 de compiseted by travelers
1. NAME OF TRAVELER (Preal ov Type = Laat ival and mwidie rvval) 2. DATE OF BIRTH 3. PLACE OF BIRTH
) MMDONY CITY, STATR. COUNTRY
SIGNATURE - TRAVELER l oare
& HOME ADORESS (fechate 2o Code) S CIMZENSHP | 6. PASSPORT NMUMBER (# ave deew)
7 QO CLCARANCE NUMOOR aYY)
(T weast mrvolves ¢imasdmd wicrmalon, obtemn claere lDA"!
BIOP AITOW SO P Purscewel Sacurdy Brarch)
8 EMPLOYER 8 CONTRACT NMUMRER (4 appicatin)
10, BUSINESS ADORESS (Wnclute Zy Cooe) 11, ORGANZATIONAL UNIT
12, POSIION TITLE {(InCIuce profession)
13. PROPOSED ITINERARY If this Information is CLASSIFIED, be sure tn CLASSIFY THIS FORM appropriately,
(Account for a trme from begy L) g g dates of rave)
DATES LOCATION INDIVIDUALS TO SUBJECT OF X ONE
(Instaliation, City, Country) BE CONTACTED DISCUSSION CUASSE | ™

MRC FOAM 445 (2-95) Page V

Approved: January 28, 1998
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Exhibit 3.4 (continued)

14. PURPOSE OF TRAVEL If this information ls CLASSIFIED, besure to CLASSIFY THIS FORM appropriately,
(17 more space is required, attach a soparate sheel) -
of papers to be presanted. nature of nformation to be oblained at

jon of ir y o be G d Inchxing tties
wort. (TRAVELERS ere RESPONSIBLE for OBTAINING

In addibon, specify nature snd !
pach cf the places to be visited and conferences to be stiended and its relation to treveier's

CLEARANCES for papers or speechas when Yy

LIST PERSONS WITH WHOM PURPOSE OF TRAVEL HAS BEEN COORDINATED (inciude intraoffice 83 well a3 other divisions and otfices)
AND THOSE TO BE BRIEFED OR RECEIVE TRIP REPORTS UPON RETURN. LIST ALL NRC TRAVELERS AND CONTRACTORS WHO
PLAN TO ATTEND SAME FOREIGN MEETING OR PLAN TO GO TO SAME FOREIGN DESTINATION.

(a) PERSONS WITH WHOM TRAVEL HAS BEEN COORDINATED (wethin NRC and in other U.S. Government agencies)

(b) PERSONS TO BE BRIEFED OR RECEIVE TRIP REPORTS UPON RETURN.

© LIST OF OTHER NRC TRAVELERS AND CONTRACTORS GOING TO SAME FOREIGN MEETING OR DESTINATION

Cage 2

NRZ FORM 445 (2-83)

Approved: January 28, 1998
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Exhibit 3.4 (continued)

8. ENDORSEMENTS AND RECOMMENDATIONS (70 De be 'S Propram )
17. TRAVELER'S SUPERVISOR
ENOORSE MENT ANG REMARNKS SIGNATURE
e
DATE
18. CONTRACT EMPLOYEES (70 be compisted Dy official responsible for supervsin .? TVID! wed in d foremgn travel
or other oMcial respon sidle for approving foreign Iravel under the terms of lhc contracf)
ENOORSTMENT ANO REMARKS SIGNATURE
Tme
DATE

19. OFFICE DIRECTOR OR REGIONAL ADMINISTRATOR

RECOMNENDATION AND/OR REVARKS

SIGNATURE

TnE

DATE

C. ESTIMATED COST OF TRAVEL (7o de complefed by NRC traves Oflice repraseniavve)

TOTAL s

20. COST TO NRC Fin ;:rc;sbl' TO orzm%&n o 0o SONATURE
mseomen | 5 Sy oAy T Souree
PCR DICM AND SOURCE e
mscELLANEOUS | §
AMOUNT DATE

$

D. CONCURRENCES AND/VOR REMARKS (To e compieted sl NRC Headquarters)

22. OFFICE OF INTERNATIONAL PROGRAMS

CONCURRENCES ANCYOR REMARKS

BGNATURE

T™E

OATE

2Z3. DIVISION OF SECURITY (Communist controlled countnes or

ified meetings) NOTE: Compliance with NRCMD 12.2

CONTURRENCE ANC/OR REMARKS

SIGNATURE

24. OTHER CLEARANCE

E. FINAL ACTION — OFFICE OF THE EXECUTIVE DIRECTOR FOR OPERATIONS OR CHAIRMAN

FOREIGN TRAVEL AT NRC EXPENSE, AS OUTLINED IN PART A, IS: ("X" one) SIGNATURE
APPROVED APPROVED SUBJECT OISAPPROVED
TO REMARKS AND
LMITATIONS TME
REMARKS ANDIOR LIMITATIONS
DATE

ARC FORM 45 (2.9

Page d

3-30
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Exhibit 3.4 (continued)

REMARKS

Regutatory ¢ 's “Rept
Street NW, Washington, 0.C. - . o

.. AUTHORITY: 31 U.S.C. 1104, 1108, 3511, 716, 3512, 3701, 3711,

PRIVACY ACT STATEMENT

Pursuant to 5 U.S. C. 552a(e)(3), snacted into taw by Section 3 of the Privacy Act of 1574 (Public Law $3-570), the following statement is fumished to
individusts who supply information to the U.S. Nuclear Regulatory Commission on NRC Form 445, This information is maintained in a system of records
designated as NRC-20 and described st 58 Federal Regpster 36488 (July 7, 1993). or the most recent Feders! Register publication of the U.S. Nuclear
i 98 jon of Systerms of Records Notices™ that s avalable st the NRC Pubic Document Room, Getman Buiding, 2120 L

Information from this form may also be disclosed, in the course of

4. .3717, 3718 (1988); 5 U.S.C. 5701 (1928). Federa! Trave! Reguistions,
.7 41" CFR Parts 301-304; and Federat Property Management
Reguiations, 41 CFR Paft 10171, . . I

" PRINCIPAL PURPOSE: informaton entered on this form ks used to
ROUTINE USES: Inforrnation on thus farm may be used for transmuttal

a. to the U.S. Treasury for payment and for tranemittal to the Department
of State or sn embassy for passports of visss. The information may

slso be d to an P iate Federa!, State, locat or Foreign

proceeding. In sddition, this informstion may be transferred to an
appropriate Federal, State, focal and Foreign agency to the extent
retevant snd necessary for an NRC gecision about yots oF 10 the extert
relevant and necessary for that sgency's decision about you.

2. secure the required NRC approval for officiat foreign trave!, , ' w

apgency in the event the information indkicates 3 violation or potential |
;" violation of law and In the course of an.administratve or judicial

. Y under 8 pr order issued by a court of competert
jursidkction and in presenting evidence, to a Congressional office to
respona 1o ther Inquiry made a3t your request, or to NRC-paid

. | experts, consuRtants, and others under contract with the NRC, on a
need-lo-know basis.

4. WHETHER DISCLOSURE IS MANDATORY OR VOLUNTARY
AND EFFECT ON INDIMIDUAL OF NOT PROWVIDING
INFORMATION: Disclosure i3 volumary. - If the requested
information s not provided, however, approval may be denled.

5. SYSTEM MANAGER AND ADDRESS:
' Ciwef, Travel Management Branch *
Office of the Controlier -

U.S. Nuciear Regulatory Commrssion
Washington, DC 20555-0001

MNRC FORM 44y (2:-60)

- oo - Pege 4
PR -
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Exhibit 3.4 (continued)
Instructions for Filling Out NRC Form 445

Travelers shall complete this form in accordance with the following instructions.

Item Instruction
TO: Address to Office Director or Regional Administrator
FROM: Traveler’s Branch Chief

To be completed by traveler.

1 Traveler’s name should be given and signed as shown on payroll.

2-7 Provide this information as indicated on the form.

8 Provide the complete name (no abbreviations) of the employer.

9 Provide contract number, if applicable.

10 Provide the complete mailing address.

11 Provide the complete name (no abbreviations) of the organizational unit.

12 Use the title of the position as it appears on the job description.

13 Include departure date, dates of stopovers en route to official business sites, rest

stops, each official business point, and points of proposed annual leave in
chronological order. Each official point of business should include the
requested data for “Location,” “Individuals to be Contacted,” “Subject of
Discussion,” and whether or not the purpose of the visit is classified. If
additional space is necessary, continue in the “Remarks” section or add an
additional plain white sheet of paper. Any additional sheets should include the
traveler’s name and be swned by the branch chief.

14-23 Follow instructions on the form.
24 If other NRC offices or divisions have programmatic interest, obtain their
' concurrences.

Final Action—The Chairman or an Executive Council member, as appropriate, must: (1)
approve; (2) approve, subject to remarks and limitations; or (3) disapprove the proposed
foreign travel.

Approved: January 28, 1998
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Part 4 Making TraVél Arréngéments

41 Reserving and Paying for Lodgings -

The Travel Management Center (TMC) will make lodging reservations
when requested, either in conjunction with flight reservations or

~ independently of any other services provided. Lodgings that meet the

requirements of the Fire Safety Act are included in the OAG (Official
Airline Guide) “Official Traveler” travel guide. :

Some States, cities, and local jurisdictions offer a tax exemption to
Federal employees on official business. For specific locations, see “Tax
Exemption Certificates for Lodging” in the OAG “Official Traveler”
travel guide. ST

Travelers must cancel room reservations as soon as travel plans change

- by notifying the TMC if it made the reservations or directly notifying

the place of lodging. The traveler should request and record the
cancellation number, if possible. Failure to cancel reservations within

. the timeframe specified by the establishment may result in the traveler

being charged for one night’s lodging. :

4.2 Choosing Method of Transportation (41 CFR 301-2)

Empidyeesl traveling on ' official business, including emergency
situations, shall use a method of transportation that results in the

- greatest advantage to the Government usually by using a common

carrier. Other means of transportation, such as a privately owned
vehicle (POV), may be authorized if it is advantageous to the NRC. If

- anemployee prefers to use his POV, even though it is not cost effective,
-use may be authorized, but reimbursement will be limited to the

constructive cost of using a common carrier as discussed in
Section 4.7.1.3 of this part. Travelers will be responsible for any
additional costs incurred if a method of transportation is used other

- than specifically authorized or approved by the NRC.

Approved: January 28, 1998 4—1
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Transportation that may be authorized includes—
e airlines

railroads

e public transportation

e taxis

e Government-furnished and contract rental automobiles
e privately owned motor vehicles or airplanes

e any other necessary means
4.2.1 Contract Air Service and Exceptions (41 CFR 301-3.4 and 301-15, Subpart B)

For travel between cities with contract air carrier service (called
city-pairs), employees must use contract service except when nonuse is
justified as noted below. When there is more than one contract carrier
for the same city-pair, the traveler shall consider using the less
expensive carrier as the first priority. When city-pairs are served by
multiple airports, travelers may use the airport which best suits their
needs, but should not require a specific airport or airline unless it is
necessary for programmatic reasons, or it reduces other Government
costs (e.g., travel time to the airport, time available in the office, etc.).
Government contract fares or Government discount fares may not be
used for any segments of personal travel.

Exceptions to using contract air service (nonuse categories) follow:

e space or scheduled flights are not available in time to accomplish
travel, or the scheduled service would require the traveler to incur
overnight lodging expenses that would increase the cost of the trip
(nonuse 1)

e the contract carrier’s schedule would require significant travel
outside of normal working hours (nonuse 2)

e anoncontractfare isavailable to the general public that is less costly
(nonuse 3, see Exhibit 4.1 of this part for comparable cost factors).

Travelers shall request approvai for using noncontract service on NRC
Form 279, “Official Travel Authorization,” before the trip begins
unless extenuating circumstances make advance authorization

4-2 Approved: Jar.mary 28, 1998
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impossible. After-the-fact situations require the justification and
approval to be stated on the travel voucher.

422 Useof Other Special Fares

Use of a penalty or restricted fare will only be considered when it is
. relatively certain’ that the trip will not be changed (41 CFR
301-3.4(b)(1)). Restricted and penalty fares must be authorized on the
NRC Form 279 (along with a contract carrier nonuse justification) and
- the employee will be liable for any penaltles incurred unless penalties
are caused by NRC-directed changes in travel plans.

4.23 Class of Transportation Authorized (41 CFR 301-3.3)

NRC'’s policy is to generally use coach-class accommodations for all
modes of passenger transportation. The Chairman or appropriate
member of the Executive Council (i.e., the Executive Director for
Operations, the Chief Financial Officer, or Chief Information Officer)
'may approve in advance, unless there are extenuating or emergency
circumstances, exceptions to the general policy as noted in this section.
If advance authorization cannot be obtained, the employee shall obtain
written approval from the Chairman or appropnate member of the
- Executive Council at the earliest possible time (see Exhibit 4.2 of this
part for ‘the requrred format to obtain approval for the use of
busmess-class or ﬁrst-class common carrier accommodations).

4231 Useof First-Class Airline Accommodations

‘First-class airline accommodatlons may be approved only in the
following crrcumstances : : ‘

e No Other Reasonably Avarlable Accommodatlons

Neither coach’ class ‘nor business ‘class accommodations are
: reasonably available (see Glossary for the meanmg of “reasonably
e o avallable” in thlS context)

- Travel by Employee With a Dlsabllrty

If it is necessary to accommodate a traveler’s disability or other
physical 1mpa1rment (a condition that is either visibly obvious or
substantiated in writing by a doctor), first-class airline
accommodations also may be authorized for an attendant who is
authorized to accompany the traveler and whose services are
required en route. :

Approved: January 28, 1998 4-3
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4.2.3.2

Security

Exceptional security circumstances require first-class travel.
Exceptional security circumstances include, but are not limited to,
travel by—

~ an employee whose use of a class of accommodations other
than first-class would endanger the employee’s life or
Government property

— agents who are in charge of protective details and who are
accompanying individuals authorized to use first-class
accommodations

— couriers and control officers who are accompanying controlled
pouches or packages h

Use of Business-Class Airline Accommodations

Business-class airline accommodations may be approved only in the
following circumstances:

Coach-Class Accommodations Unavailable

Only business-class airline accommodations are available on
regularly scheduled flights between the authorized origin and
destination points (including connecting points) and the employee
certifies this circumstance on the travel voucher.

No Space Available in Coach-Class Accommodations

Space is not available in coach class on any scheduled flight in time
to accomplish the purpose of the official travel, which is so urgent
that it cannot be postponed.

Travel by an Employee With a Disability

If it is necessary to accommodate a traveler’s disability or other
physical impairment (a condition that is either visibly obvious or
substantiated in writing by a doctor), business-class airline
accommodations also may be authorized for an attendant who is
authorized to accompany the traveler and whose services are
required en route.

Security

Security requirements or exceptional circumstances make their use
essential to the successful performance of the NRC’s mission.

Approved: January 28, 1998
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Inadequate Foreign Carrier Coach-Class Accommodations

Coach-class accommodations on foreign carriers do not provide
adequate sanitation or health standards, and the use of foreign flag
air carrier service is approved in accordance with the Fly America

Act (see Section 4 4.1 of this part for rules govemmg the use of U.S.
flag carriers). '

Overall Cost'Savings ‘
An overall cost savmgs would result by avoiding additional

subsistence costs or overtime or lost productive time that would be
incurred while waiting for available coach-class accommodations.

Use of Frequent'TraVEIer Beheﬁts
There is an upgrade available through the redemption of frequent
traveler benefits. Upgrades to business-class may be used when

specifically approved on, NRC Form 279 by the de51gnated
approving official. .

Travel in Excess of 14 Hours e
Travel is direct between the authorized origin and destination and

crosses several ‘time zones, scheduled ﬂrght time (including
stopovers) exceeds 14 hours, -and either the origin or destination
point is outsrde the contmental United States (CONUS).

When this authonty is exermsed an employee shall not be eligible
fora rest stop en route or a rest penod upon arrival at the duty site
(see Sectlon 4 4.2 of thlS part)

42.3.3 Tram Accommodatlons o

'NRC’s policy is to generally use coach seats. For overmght train trips,

the traveler must use coach sleeping accommodations when available.

,,Flrst-class tram accommodatlons (such’as AMTRAK Metroliner Club
Semce) may be approved onlyin the followmg circumstances:

. no reasonably available coach-class train accommodations

' travel by an employee with a'disability

security

inadequate foreign coach-class train accommodations

Approved: January 28, 1998 o 4-5
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The explanations in Section 4.2.3.1 of this part apply to trains as well as
airlines.

The NRC may authorize coach-class travel on extra-fare trains (those
that operate at an increased fare due to faster speed and fewer stops) if
such use is more advantageous, or is required for security reasons.
Using AMTRAK Metroliner coach accommodations is considered
advantageous to the Government.

4.2.4 Charter Transportation Service

Occasionally, employees may be required to charter common carrier
accommodations when traveling for the NRC. The cost of the charter
will determine the procedures to be followed as indicated below:

e Purchases Over $2500

Employees shall request charter transportation on NRC Form 30,
“Requisition for Administrative Services,” and NRC Form 279. A
traveler must include specific justification for charter service as an
attachment to the forms before submittal. If the charter service is
for air transportation, the justification shall include a noncontract
carrier justification as noted in Section 4.2.1 of this part. If the
justification is cost effectiveness, the employee shall complete a
cost comparison as shown in Exhibit 4.1 of this part or a statement
explaining why regular commercial air transportation cannot be
used.

Employees (except for the Office of the Inspector General [OIG])
must submit both forms to the headquarters orregional travel office
7 working days or more before the need for charter service. OIG
employees submit their forms to the Funds Certifying Official
within the Resource Management and Operations Support staff,
OIG.

After the charter service is authorized, a procurement official will
arrange the charter service and prepare a purchase order for the
service.

— Ifthe carrier will not accept a purchase order, the procurement
official will negotiate the cost and approve the requisition for
cash payment through the NRC’s Imprest Fund.

— If cash is not available from the imprest fund cashier, the
employee may charge the charter service to his or her

Approved: January 28, 1998
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Government contractor-issued travel charge card and claim
the expense on the related travel voucher.

e Charter Services Costing $ZSOQ or Less

Follow the procedures as'for purchases over $2500 with the
following exceptions:

— An employee need only prepare NRC Form 279.

—  After the charter service is authorized, the employee arranges
* the charter transportation with the vendor. The terms and cost
of the charter should be stated in writing for the vendor to sign

as acknowledgment of the service to be provided.

—  The employeé p.éyé the veridor in one of the following two ways
and obtains a receipt: '

. . Payment by his or her individual Government-issued travel
_charge card. The employee claims the cost of the charter on
the travel voucher and attaches the receipt.

o Payment by NRC BankCard. The employee obtains the
receipt and provides the Teceipt and a copy of the NRC -
Form 279 to the NRC BankCard cardholder. The charter
costs are not added to the travel voucher.

4.2.5 Government Aircraft

Regulations pertafning to the use of Government aircraft are contained
~in41 CFR 101-37.4.

42.6 Aircraft (Including Helicopters) — Insurance Coverage

" NRCpersonnel performing official air travelin the planes of other than
scheduled airlines, such as' NRC contractor- or military-operated

_ planes, including helicopters, may or may not be covered in the course

_.of such travel by their personal life or accident insurance policies.
‘Employees planning such travel should ascertain the extent of coverage
under their personal policies. -

The benefits provided by the Federal Employees’ Group Life
. Insurance and .insurance plans administered by the Veterans
:Administration for former and present members of the Armed Forces
cover this type of travel. However, purchase of insurance on the person

Approved: January 28, 1998 4-7
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of an employee while traveling is for his or her own protection and is not
to be considered as an expense in connection with official business
(40 C.G. 11). -

4.3 Obtaining Tickets for Transportation
4.3.1 Travel Management Centers (41 CFR 301-15)

TMCs are commercial travel offices operated by travel agents under
contract with the General Services Administration (GSA) to provide
certain travel services for the NRC. TMCs provide a complete range of.-
travel services including reservations and ticketing for travel via
common carriers (air, rail, bus), reservations for rental cars, hotel or
motel reservations, and arrangements for conference facilities.

NRC travelers must obtain common carrier transportation tickets
through a TMC under contract with the GSA. Use of other travel
agencies is generally prohibited by the Federal Travel Regulation. (See
Section 5.3.2 of this handbook for guidance on when a Government
contractor-issued travel charge card can be used to obtain tickets.)

4.3.1.1  Reservations and Purchase of Common Carrier Transportation Tickets

The TMC will make reservations when requested. Tickets will be
issued 1 working day before departure. The TMC will not release
tickets without the approved and authorized NRC Form 279.

43.1.2  Combining Official and Personal Travel

If a traveler is combining personal and official travel, the following
guidelines and procedures apply:

e Contract fares are for official travel only and may not be used for
personal portions of a trip.

e If an employee deviates from the most direct route between his or
her official duty station and authorized temporary duty point, he or
she may not use Government fares for any segment of travel to or
from unauthorized points.

e Travelers shall request a roundtrip ticket from the NRC TMC for
the authorized official itinerary and then have the NRC TMC
exchange the ticket to include any personal portions at
non-Government rates.

4—-8 Approved: January 28, 1998
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e Only the officially authorized ticket may be billed to the NRC’s
Government travel account.

e All additional costs for the persorial exchange must be charged toa
personal charge card or paid in cash and may not be billed to the
traveler’s individual Government contractor-issued travel charge
card. o )

e Refunds or credits are due to NRC from personal exchanges, for
example— R .

—  If the ticket is exchanged for a penalty fare or nonrefundable
ticket and the trip is changed or canceled, travelers must
absorb the penalty and/or reimburse the NRC for the entire
ticketcost. '

—  Any refunds made directly to the traveler in connection with
returning or exchanging a ticket shall be turned in to the NRC.

4.3.2 Frequént Flyer and Other Special Benefits (41 CFR 301-1.103(b) and 41 CFR 301-1.103(f))

Employees are encouraged to participate in frequent traveler
programs that will result in a savings to the NRC. If there is a cost to
enter a travel promotional. program, the NRC will reimburse the
travelerin an amount not to exceed the expected benefit to the agency.

A traveler’s rights to bonus couporis, discount fares, free flights,
frequent traveler mileage credits, free rooms, free rental vehicles, and
other benefits received for, or as'a result of, official travel accrue to the

. Government and not to the traveler. The personal use of such benefits
‘may constitute a criminal violation subject to the penalties of the law.

Send all monetary gratuities, along with a note of explanation, to the
Director, Division of Accounting and Finance, Office of the Chief
Financial Officer (OCFO). Promotional materials may be accepted on
behalf of the NRC and sent to the headquarters or regional travel office
with an explanation. However, NRC employees may keep and use
promotional materials of nominal value (such as pens, note pads, and
calendars), membership in executive clubs, check cashing privileges,
and promotional free upgrades (see Standards of Ethical Conduct,
5 CFR 2635, Subpart B).

Benefits should be used to the maximum extent possible to reduce
overall travel costs. The guidelines for using frequent flyer benefits
earned through official travel are given below.
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4.3.2.1  Use of Mandatory or Preferred Vendors

The use of mandatory or preferred vendors, such as contract air
carriers, shall be observed fully without regard to whether such vendors
offer frequent flyer mileage credits. Employees will not be authorized
to deviate from the mandatory or preferred-use requiremenits solely for
the purpose of accumulating mileage credits.

4.3.2.2 Commingling Personal and Official Mileage Credits

If an employee maintains a frequent flyer account with mileage credits
from both personal travel and official travel (i.e., a commingled
account), the employee must maintain accurate records documenting
his or her mileage credits earned based on official travel and those
credits earned based on personal travel. If any mileage credits from a
commingled account are used for personal travel, the employee must
be able to demonstrate that only personal mileage credits were used.

If any portion of a personal ticket is obtained with government travel
mileage credits, the employee is liable to the Government for the full
value of the ticket (63 C.G. 229 (1984)). This rule applies regardless of
the number of Government mileage credits used. However, mileage
credits earned through personal transactions may be used for official
Government travel.

4.3.2.3 Employee Responsibility to Redeem Mileage Credits

An employee should review his or her monthly statements and use the
mileage credits as soon as practicable in the following priority:

e free ticket

e free upgrade to premium class

4.3.2.4  Approval Requirements

The approval requirements for using frequent flyer mileage credits to
obtain free airline tickets or upgrades follow:

e Free ti_cket

Using frequent flyer miles to obtain a free ticket must be noted in
the remarks section of the travel authorization.

4-10
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e Upgrade to business-class

Using frequent flyer miles to upgrade 'to business-class must be
approved and authorized on the travel authorization. The authority
to approve upgrades to business-class has been delegated to office
directors and regional administrators (see Exhibit 1.1).

e Upgrade to first-class ~

Using frequent flyer mileage credits to obtain an upgrade to
first-class is permitted only ‘if first-class accommodations are
approved for another reason. Use of frequent flyer miles does not
entitle a government traveler to use first-class; there must be a
business or medical reason for using first-class accommodations.
Additional information regarding first-class and business-class air
travel can be found in Sections 4.2.3.1 and 4.2.3.2.

43.2.5 General Guidance on Redeeming Mileage Credits

Employees need to request specific guidance from the airline when
planning to redeem mileage credits. Generally, the airlines do not
allow travel agencies to issue free tickets but do permit travel agencies

" to issue the free upgrades. -

 While airlines do not permit freque‘nt‘ﬂyer members to “pool” mileage

credits (i.e., use 10,000 mileage credits from member A’s account and
10,000 mileage credits from member B’s account) to obtain a ticket,
many will allow members to use their mileage credits to obtain a ticket -

for another individual. Employees should contact the airlines directly

to determine how to make the exchange for another NRC traveler.

432.6 Leaving the NRC :

‘:""thployees leaving Government service may not use mileage credits
earned through Government travel subsequent to their departure. Itis

recommended that employees leaving Government service convert all
mileage credits earned through Government' travel to usable
certificates and submit the certificates to the headquarters or regional
travel office. Since not all airlines use certificates in their frequent flyer
programs, following this procedure may not always be possible. It is

 -also suggested that employees leaving Government service close any
‘frequent flyer ‘accounts that have accumulated Government mileage

credits.

-~ NRC employees transferring to another Government agency may use

mileage credits earned through NRC for official Government travel at
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their new agency and do not need to turn in certificates or close their
accounts.

4.3.2.7 Mileage Credits Earned Through Personal Credit Card Transactions

If a Government employee earns frequent flyer mileage credits by
using a personal credit card, the mileage credits are generally not
considered Government property even if some of the mileage credits
were earned by charging items incident to official travel (i.e., meals,
lodging, rental car) to a personal credit card (Comptroller General
Decision; Department of Transportation, B-270423, July 1, 1996). The
exception to this rule is common carrier transportation. Except in
limited emergency situations, mileage credits earned through the use
of a personal credit card for purchase of an airline or train ticket being
used for official travel are considered Government property.

4.3.3 Gainsharing Awards

433.1 Policy

Employees who obtain free airline tickets for official NRC travel by
redeeming frequent flyer mileage credits are eligible to receive an
award for 50 percent of the savings to the Government. Gainsharing
awards are subject to applicable income taxes and will be directly
deposited to the same bank account that is used for the employee’s
paycheck. A gainsharing award will not affect an employee’s
consideration for other agency incentive awards.

Employees are cautioned that they must not make recommendations
or decisions with respect to their official travel for the sole purpose of
enhancing the potential for an award. Recommendations or decisions
to travel and selection of an airline must follow NRC travel regulations.

4.3.3.2 Procedures

e Obtain Free Airline Ticket for NRC Travel

An NRC employee should redeem his or her frequent flyer mileage
credits for a free airline ticket for official agency travel and note in
the remarks section of the travel authorization that frequent flyer
miles are being used to obtain a free airline ticket. NRC employees
may use personal mileage credits for Government travel. However,
itis prohibited to use for personal travel any frequent flyer mileage
credits earned because of official Government travel.

4—-12 Approved: January 28, 1998
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Obtain Price Quote For Airline Ticket

Determine how much the agency would have paid for the ticket by
obtaining a price quote from the headquarters Travel Management
Center (TMC). Send an e-mail request for a price quote to the
headquarters TMC, (which should be retained to attach to the
award nomination) identifying the following:

— travel authorization number
— itinerary -
— date and time of departure

— cityof departure

S - destmatlon

— return date and time -

Ina multl-alrport area such as Washmgton D.C., an employee may
not ‘identify a specific dirport as the basis for determining the
savings to the Government. The TMCwill provide the employee via
e-mail the lowest applicable -Government or unrestricted coach
fare for -the particular trip involved. Retain this e-mail for
submission with the award nomination.:

Submit Award Nomilration With Travel Voucher

After returning from the trip, ‘prepare NRC Form 597,
“Gainsharing Award Nomination” (Exhibit 4.3). Attach the award
nomination to the pertment travel voucher along with the airline
ticket stub and the e-mail price quote from TMC. The e-mail price
quote should contain both the employee’s original message to TMC
and TMC’sresponse. The gainsharing award nomination cannotbe
processed w1thout thlS mformatlon

Mlleage Credlts Neanng Expl a tlon 1,
There may be situations inwhich an employee has enough frequent

. flyer miles to obtain a free ticket but does not expect to take any

. - official trips requiring air travel before the mileage credits expire. If

- the airline permlts the NRC employee to exchange mileage credits

to obtain a'ticket for another :person, the employee may still be

" -eligible for a.gainsharing award by obtaining a free ticket for

- . another NRC employee performing official travel.
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To obtain the award, the preceding instructions should be followed
with the following modifications:

— the NRC traveler’s travel authorization should identify the
NRC employee contributing the mileage credits

— theemployee contributing the mileage credits should complete
NRC Form 597 and note the NRC traveler’s name next to the
travel authorization number under “Travel Information”

NRC Form 597 must be submitted with the traveler’s travel
voucher.

Award Payment Deposited to Your Bank Account

The award nomination will be reviewed by the headquarters or
regional travel office. If approved, the award nomination will be
forwarded to the Payroll Operations Section for payment. The
award amount, less applicable taxes, will be directly deposited to
the same bank account that is used for the employee’s paycheck. A
separate Earnings and Leave Statement will be sent to the
employee.

Please note that an employee’s total compensation in a calendar
year is limited to the amount payable for level 1 of the Executive
Schedule (5 U.S.C. 5307). Gainsharing awards are subject to this
limitation since they are included in total compensation.

-4.3.4 Disposition of Unused Tickets

Travelers should be aware of their responsibilities under the
circumstances discussed below:

43.4.1  Cancelled Trips (41 CFR 301-3.5)

Travelers must immediately contact the TMC to cancel all reservations
made by the center. Travelers must contact transportation carriers

the

mselves to cancel any reservations they made directly with the

carrier. Failure to do so may subject a traveler to liability for any
resulting losses. Tickets obtained through the NRC’s TMC centrally

bill

ed account must be returned to the headquarters or regional travel

office along with an NRC Form 279 canceling the trip (see Exhibit 3.2 of
this handbook). If a tripis cancelled or anitinerary changes after tickets
are issued to the traveler, the traveler is liable for the value of the
tickets issued until all ticket coupons have been used for official travel

4-14
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purposes or all unused tickets or coupons have been returned for.
refund (41 CFR 301-1.103). o

4.3.4.2 Unused Tickets

 ‘Travelers shall forward the unused portions of tickets that were
purchased through the NRC’s TMC centrally billed account, with the

authorization number that was assigned to the trip, to the headquarters
or ‘regional travel office. ‘The travel voucher shall include an
explanation of the unused portion and note that the unused ticket was
forwarded to the appropriate travel office for refund.

43.43  Ticket Refunds

—/ 4344 Lost or Stolen Tickets

'Refunds will be obtained through the NRC TMC for tickets purchased
. through the center. For tickets purchased directly from a carrier, the
. refund must be obtained from the carrier. If a traveler receives arefund

for a ticket that was paid for by the NRC, the refund must be

- immediately turned in to the NRC.

_____

Travelers shall report lost or stolen tickets to the carrier. Any forms

~ completed by the traveler for the-carrier shall be sent to the
 headquarters or regional travel office and shall reference the

authorization .number that was assigned to the trip along with an
explanation of the loss. The appropriate travel office will contact the
NRC’s TMC to secure the refund from the carrier. or credit to, the
centrally billed account. The travel voucher should include an

" explanationof the loss and :indic‘:'ate the points between which travel was
- scheduled. ST A S

“Lost or stolen tickets recovered by thé-traveler shall be forwarded

immediately to the headquarters or regional travel office with a note of
explanation. If a ticket is lost because of the traveler’s negligence, and

. the Government has paid the carrier, the traveler must reimburse the
' Government. N A
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4.4 Foreign Travel
4.4.1 Fly America Act (41 CFR 301-3.6)

The Fly America Act (49 U.S.C. App. 1517) requires Federal
employees and their dependents, consultants, contractors, grantees,
and others using United States Government-financed foreign air travel
to travel by U.S. flag air carriers unless a U.S. flag air carrier cannot
provide the air transportation needed or use of U.S. flag air carrier
service will not accomplish the NRC’s mission.

4.4.1.1  Scheduling Principles

In determining whether U.S. flag air carrier service is available,
travelers should follow the principles listed below.

e Use U.S. flag air carrier service at the point of origin to the
destination. If the route is not direct, use the service to the farthest
interchange point on a usually traveled route.

e Ifanoriginorinterchange pointisnotserved by U.S. flagair carrier,
travelers should use foreign air carrier service to connect with a
U.S. carrier, but only to the nearest interchange point on a usually
traveled route.

e If a US. carrier reroutes the traveler via a foreign carrier
involuntarily, the traveler may use the foreign air carrier whether or
not an alternative U.S. carrier is available.

4.4.1.2  Guidelines for Determining Unavailability of U.S. Flag Air Carrier Service

e Travel to and from the United States. U.S. flag air carrier service
will be considered unavailable if using such service would extend
the time in travel status by more than 24 hours or would delay a
traveler at an interchange point for more than 6 hours.

e Travel between two points outside the United States. U.S. flag air
carrier service will be considered unavailable if —
— travel by foreign air carrier would eliminate two or more
aircraft changes en route

— use of a U.S. flag air carrier would extend the time in a travel
status by at least 6 hours

e Shortdistance travel. U.S. flag air carrier service will be considered
unavailable when the elapsed travel time on a scheduled flight from
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4.4.1.3

4414

or1g1n to destination by forelgn air carrier is 3 hours or less and
servicebya U.S. ﬂag air carrier would involve twice the travel time.

Justification Statement

The traveler must attach a justiﬁcation statement to the travel voucher
when using a foreign air carrier, or the NRC will not reimburse him or
her for the expense incurred. Each request for a change in route or
schedule that involves the use of a foreign flag air carrier also must be
included in the statement (see Exhibit 4.4 of this part).

Emplo&ee Liability for Disallowed Expendltures o

When the travel is by 1nd1rect route or the traveler otherwise fails to use

available U.S. flag air carri€r service, the amount to be disallowed
agamst the travelerisbased on the loss of revenues suffered by U.S. flag

air carriers as determmed under the formula set forth and more fully

explained in 56 C.G. 209 (1977) (see Exhibit 4.5 of this part).

4.4.2 Rest Stops/Rest Periods

The NRC may authonze a rest penod of up to 24 hours when the

o following four.conditions are met: .

¢)) employees travel dlrectly between authorized origin and
destination pomts that are separated by several time zones

2) ‘etther the oqgm or destmatlon pomt is outside CONUS

3) employees'afe traveling by less-than-prerrﬁum-elass accommodations
6] thescheduled ﬂight time iacluding stopovers exceeds 14 hours
The rest stop may be authonzed for any 1ntermed1ate pomt including

pointswithin CONUS, prov1ded the pointis midwayin the j journey oras
near to midway as requlrements for use of U.S. flag air carriers and

.carrier schedulmg permlt .

A rest stop w1ll not be authonzed when an employee, for personal
convenience, elects to travel by an 1nd1rect route resultmg in excess
travel time.

The perdiem rate for the rest stop w111 be therate apphcable for the rest
stop location.
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When arest stop is not authorized or cannot be scheduled due to airline
schedules, the traveler should plan his or her trip to allow sufficient
time to rest before reporting to duty.

4.4.3 Passports and Visas

4.4.3.1 Obtaining an Official Passport

The Travel Services Section atheadquarters is responsible for the
control and safekeeping of all official passports issued to
employees of the NRC. Official passports are valid for 5 years
from the issue date. To obtain an official passport, the following
procedures apply:

¢. Submit a written request for a new or reissued passport to the
Travel Services Section 6 weeks in advance of the trip. Include
the dates and purpose of the trip; city and country of
destination(s); and the traveler’s name, title, grade, date of
birth, NRC mail stop or address, and NRC telephone number.

e The Travel Services Section will provide the traveler with
instructions and a sponsoring letter to submit to the Passport
Office, Department of State, along with a passport application
(Form DSP-11, Exhibit 4.6 of this part). Submit the application,

"along with two 2 x 2-inch passport photos, at least 4 weeks
before departure. '

4.43.2  Obtaining a Personal Passport

When the traveler should not be identified as a Government
representative, a personal passportis used. Personal passports are
valid for 10 years from the issue date. The NRCmay reimburse the
traveler for any passport application fees. However, if the NRC
pays for a personal passport, the passport becomes Government
property and must be retained by the Travel Services Section.

4.4.3.3 Obtaining a Visa

Upon issuance of the passport, the Travel Services Section will
assist in obtaining required visas.

4.43.4 Disposition of Passport After Completion of Travel

The traveler shall return his or her passport to the headquarters
Travel Services Section for safekeeping after completion of each
trip.

4-18
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4.4.4 Immunizations for Foreign Travel (41 CFR 301-9.1(d)(4))

The NRC strongly encourages employees traveling outside the U.S. to
arrange for required immunizations at l€ast 6 weeks in advance of their

- departure date. The NRC Health Center or a personal physician can
- provide information on the vaccinations required in specific areas of

the world. NRC employees may' be reimbursed for required
vaccinations that are not available through the NRC Health Center.

4.5 Voluntarily Vacating Reserved Airline Seats

Airlines are required to ask for volunteers to give up their reserved
seats before denying boarding to any passenger with a reservation:
Employees who voluntarily give up their seats may retain any benefits;

' 'howeve;, the following conditions apply:

e A traveler shoula not voluntarily give up his or her seat if it will
interfere with the performance of official duties. ‘

e If a traveler incurs additional travel expenses beyond those which

_ he or she would have normally incurred as a result of giving up hisor

her seat, these additional expenses will be offset against payment
received. ' : S

e Ifthe traveler is delayed during official duty hours, the traveler will
be charged annual leave for the additional hours.

4.6 Involuntary Changes to Transportation Accommodations

If a transportation carrier cannot provide confirmed transportation
service, the traveler should follow the guidance below.

4.6.1 Grounded Airplanes

In the event an airplane is grounded before reaching its destination, the
traveler should take necessary precautions to prevent overpayment by
the Government. A traveler may accept a ticket from the flight carrier
for rail or other premium-class transportation from the point where the

-flight was grounded to his or her destination without affecting the

amount due the carrier. Any unused tickets should be turned into the
headquarters or regional travel office if the ticket was originally
obtained from an NRC TMC.
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4.6.2 Oversold Reserved Accommodations (Denied Boarding) (41 CFR 301-3.5(b))

When a payment is received as compensation for a traveler being
denied boarding, the payment belongs to the Government, not the
traveler. The checks should be made payable to the “U.S. Nuclear
Regulatory Commission.” A traveler should not accept a check that is
made out to him or her personally.

4.7 Other Transportation Allowances
4.7.1 Privately Owned Vehicles (POV) (41 CFR 301-4)

4.7.1.1  Authority to Use

The NRC may authorize use of a privately owned vehicle for official
travel if it is advantageous to the Government or when a traveler
chooses to use a POV by personal preference. In making that
determination, the NRC will consider the following:

® Cost

e availability of common carrier transportation, Government
contract rental, or Government-furnished vehicles

e the most expeditious transaction of the public business
- 4.7.1.2  Basis of Reimbursement

For approved use of privately owned vehicle, the NRC will reimburse
travelers at rates not to exceed those shown in Exhibit 4.7 of this part.
Travelers shall—

e use standard highway mileage guides or odometer readings to
calculate distances when traveling by vehicle, and airways charts
issued by the National Oceanographic and Atmospheric
Administration when traveling by airplane

e use the most direct route except when weather or road conditions
dictate another route

e report mileage and explain any deviation from the most direct route
on the travel voucher

Other allowable costs are shown in Exhibit 4.8 of this part.
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4.7.13 = Approved Uses of Privately Owned Vehicles -

. ﬁavel To and From Terminal

When a traveler drives to the terminal and parks a privately owned
vehicle for the duration of the trip, the NRC will reimburse him or

" her for roundtrip mileage plus parking up to the roundtrip taxi

and/or limousine fare plus tips. -

When a traveler is driven to or from a terminal by a family member,
the NRC will reimburse roundtrip mileage, parking when being
picked up, and tolls, up to taxi and/or limousine fare, including tip,
for a one-way trip between the applicable points.

When a traveler transports one or more additional employees

- between the home or office and common carrier terminal, the taxi

and/or limousine fare limitation does not apply to the traveler’s

‘reimbursement for mileage and parking (41 CFR 301-4.2).

Travel to the Temporary Duty (TDY) Point

When a traveler uses a privately owned vehicle for official purposes
as a matter of personal preference, travel will be authorized either
as advantageous to the Government or not to exceed the cost of
common carrier. . o

- Advantagedus‘traw/el will be reimbursed on a mileage basis plus
the per diem allowable for the actual travel (see Exhibit 4.7 of
" this part). ‘

—. Reimbursement for travel not to exceed the cost of common
. carrier transport will be limited to the constructive costs of
transportation by a common carrier and per diem (41 CFR
301-4.3). Normal transportation costs to and from common
carrier terminals and cost of excess baggage (if allowed) should

be included in addition to fares. A comparative cost statement
must be furnished in or with the travel voucher (see Exhibit 7.4

of this handbook). When more than one employee travelsina

~ vehicle, the common carrier costs for all travelersin the vehicle
may be considered to determine the maximum reimbursement

- . when the travel authorization specifically provides for it
(58 C.G. 305 [1979]). S

—  When two -or more employees travel together, the NRC will
- reimburse only one traveler for mileage. Payment to an
employee as a carrier of other personnel is not authorized. The
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4.7.1.4

4.7.1.5

4.7.1.6

other traveler(s) voucher(s) should include a statement that
travel was performed at no additional expense to the
Government (41 CFR 301-4.5).

¢ Travel at TDY Point

When travelers use a privately owned vehicle at the TDY point,
theywill be reimbursed at the same mileage rate as that for travel to
and from the TDY point.

Travel From Home to Office and Return on Day of Overnight Travel

The traveler may claim roundtrip mileage and parking between the
office and his or her home and other allowable costs as shown in
Exhibit 4.8 on days when he or she is departing or returning froma
business trip that requires an overnight stay. However, a prorated
portion of an employee’s monthly parking permit or usual parking
fees at the official duty station are not reimbursable when the
traveler usually commutes by using his or her POV.

Other Reimbursement Limitations

¢ Indirect Routing

If a traveler uses a circuitous route for personal reasons, he or she
shall report mileage for the entire distance traveled, but shall only
claim mileage for the direct route (see 41 CFR 301-2.5(b)).

Government-Furnished Vehicle (41 CFR 301-4.4)

The NRC may authorize the use of a POV even when use of
Government-furnished vehicle would be more advantageous to the
Government. However, the traveler will be reimbursed for no more
than the approximate cost of using a Government-furnished vehicle
(see Exhibit 4.7 of this part).

Actual Expense Method of Reimbursement

Accidents

The NRC may reimburse travelers for use of a privately owned
motorcycle, automobile, or airplane on an actual expense basis, instead
of a mileage basis, when this method does not exceed the cost of
transportation available by common carrier (see 41 CFR 301-4.6(b)).

The traveler shall report any accidents involving a POV used on official
business that result in personal injuries and/or property damage in
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accordance with provisions of Management Directives (MDs) 7.1,
“Tort Claims Against the United States,” and 7.2, “Claims for Personal
Property Loss or Damage.” :

472 Taxis (41 CFR 301-2.3 and 41 CFR 301-3.1)

4.7.2.1 Authorized Use

The NRC will allow employees to use taxis when advantageous to the
Government. Regularly scheduled limousine service should be used to
and from airport terminals when the service costs less than a taxi.

In “Travel Status

The NRC will reimburse the traveler for the usual taxi and/or
airport limousine fares (plus tip) from— .

— common carrier terminal to either the employee’s home or
place of business

— the employee s home or place of business to common carrier
terminal :

- betwéen an airport ar'rcl airport limousine terminal

The traveler should use courtesy transportatlon service furnished

_by a hotel 'or motel to the maximum extent possrble

Reimbursement for tips to hotel or, motel courtesy transportatlon

drivers will be based on 15 percent of the usual taxi or limousine

fare the traveler would have mcurred over the same route.

-Home to Office/Office to Home

The NRC also ‘may approve relmbursement for the usual taxi
and/or limousine fares, plus tip, from the employee’s home to his or
her office on the day of departure for an official trip requiring at
least one night’s lodging, and from his or her office to home upon
return.

‘Use of Taxis Between Lodgmg and Place of Business

Employees may use taxis between their place of lodging and place

- of business at a TDY station if approved as advantageous to the

Government (41 CFR 301-3.1(a)). -
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4722  Tips

e Use of Taxis to Obtain Suitable Meals

When meals are unavailable near the temporary duty station or
lodging, then the NRC will consider authorizing the use of taxis.
Employees shall include a statement explaining the necessity for
such daily travel with the voucher (41 CFR 301-2.3(b)).

e Use of Taxis for Local Travel at Official Duty Station
See Section 2.2 of this handbook.

The NRC considers 15 percent of the fare to be a reasonable tip for taxi
and limousine service.

4.7.3 Rental Vehicles and Special Means of Transportation (41 CFR 301-3.2)

4.7.3.1 Policies Governing Use (41 CFR 301-2.2(d)(2)(1))

When use of a rental car is authorized for official travel, employees
should use a Government-furnished vehicle or a rental car that is
covered by the U.S. Government Car Rental Agreement. This
agreement is negotiated for the Federal Government by the Military
Traffic Management Command (MTMC) and provides full
comprehensive and collision damage waiver (CDW) insurance, up to
certain limits, at no additional cost. Generally, this means the car rental
company pays for all damages sustained to the vehicle during the
conduct of official business. Other commercial sources for vehicles and
other special means of transportation should be used only if a MTMC
or Government vehicle is not available.

Companies under the MTMC agreement are listed in the OAG
“Official Traveler” travel guide; however, not all company locations
participate in the agreement. Therefore, it is recommended that
employees arrange car rentals through the Travel Management Center
to ensure the car is covered by the MTMC agreement whenever
possible.

If the car rental company is not covered by the MTMC agreement, the
Federal Government will not reimburse an employee for the purchase
of CDW insurance (except in foreign areas). Any claim for personal
injury or property damage of another resulting from an accident in
which the employee was at fault and the employee was acting within the
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scope of his or her employment would be considered for payment under
the Federal Tort Clalms Act and the car rental ‘company should file a
claim with the NRC. S

NUREG/BR-0186, “Renting Smart: Car Rental Facts for the NRC
Traveler,” contains additional guidance on usmg rental cars during the
conduct of official business.

Picking up and'retuming vehicles
Employees shall pick up rented vehicles or other special means of .
transportation from rental locations at the start of official business
and return them at the conclusion of official business. Early pickups
or late returns of the vehicle require a written justification in the
remarks section of the NRC Form 279. For procedures to be

followed if an employee plans to use a car for personal use that was
initially rented for official purposes, see Section 4.7.3.7 of this part..

- Vehicle srzes .

The following car sizes are approved when the NRC authorizes a
rental vehicle:

— mid-size cars for all TDY travel with the exception of extended
TDY travel (more than 30 days)

- compact cars for extended temporary duty travel

— full-size cars when three or more travelers are using one car
(four-door cars when avarlable)

Travelers may, as a matter of preference choose a compact car.
~Travelers renting vehicles larger than specifically approved will be
- reirnbursed only for the vehicle sizes covered by this policy.

The approvrng ofﬁcral may deterrnrne the need for larger vehicles

than stated in this policy on.a’ case-by-case basis and include

Justrficatron on the travel authorlzatlon

e

Upgrades
Travelers may use a free upgrade provided that the upgrade maynot

- . . be converted to benefits that may be used by the Government to

reduce the cost of present or future travel.
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4.7.3.2  Incidental Expenses (41 CFR 301-3.2(b))

See Exhibit 4.8 for the allowable incidental expenses related to ground
transportation.

4.7.3.3  Persons Traveling Together (41 CFR 301-3.2(¢))

When two or more persons travel together by the same means of
transportation, only the person paying the bill should claim
reimbursement. That person should include the names of
accompanying travelers and their employing agencies on the
reimbursement voucher.

NRCwill reimburse employees for authorized transportation expenses
that the agency has determined as necessary when performing official
travel. Any insurance cost, additional fees, or personal liabilities
resulting from the operation of a commercial rental vehicle by an
authorized driver (e.g., spouse) are considered a personal expense; see
Section 4.7.3.7 of this part.

4.7.3.4  Hire From Another Employee or Member of an Employee’s Family (41 CFR
301-3.2(d))

The NRC will not allow a traveler to hire a means of transportation
from another Government employee, a member of the traveler’s
family, or a member of the family of another Government employee,
nor authorize reimbursement for repairs to a privately owned vehicle
involved in an accident while under hire by a Government employee.

4.73.5  Procedures for Obtaining Rental Vehicles

The following procedures pertain to obtaining a rental vehicle at a
TDY station:

e Rental vehicles must be authorized on NRC Form 279.

e Make reservations through the TMCs whenever possible to ensure
use of rental companies that participate in the MTMC agreement
(see Section 4.7.3.1 of this part for policies and sizes of vehicles).

e Note any complaint concerning vehicle defects on the agreement at
the time the vehicle is returned.

e Inallinstances, employees must pay for the rental vehicle and claim
reimbursement on the travel voucher (see Exhibit 7.1 of this
handbook for receipt requirements).
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Employee Responsibilities

Employees who rent vehicles while on official travel must—

e provide proof of official travel

e use the vehicle for official purposes only (see Section 4.7.4.1 of this
part for guidance that also applies to rental vehicles)

e act prudently when operating the vehicle
e possess a valid driver’s license

e pickup and retum vehlcles in accordance with the dates specified
on the travel authorization (see Section 4.7.3.1 for early pickups
and late returns)

Damage Waiver or Insurance Costs (41 CFR 301-3. 2(c))

The NRC will not reimburse employees for the cost of the colhslon
damage waiver or collision damage insurance available in commercial
rental contracts for an extra fee. This apphes to official travel wholly
within the continental United States, Alaska, Hawaii, the
Commonwealth of Puerto Rico or the Commonwealth of the Northern

' MarianaIslands, or a United States territory or possession. The NRCis

authorized to pay for damage to the rented vehicle up to the deductible
amount as specified in the rental contract should the rented vehicle be
damaged while on official business.

. The NRC may reimburse the cost of additional collision damage waiver

or collision damage insurance when a rental vehicle is used for official
travel in foreign areas. e

The cost of personal acc1dent insurance is a personal expense, not an
official one, and is not reimbursable.

If an employee plans to use a car initiallyrented for official purposesfor
personal use later on, he or she shall—

‘e ensure that any personal use is handled as a separate transaction

" (check in, check out, pay for, etc.), in which case the traveler shall

determine: if he or she W1$hes to pay for deductible collision
msurance o

o - ensure the car is covered by . other personal insurance such as
personal automobile insurance or credit card insurance, for the
- entire time that the rental vehicle will be in his or her possession
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4.7.3.8

Accidents

The employee shall assume any additional expenses resulting from
personal use of a rental vehicle.

If possible, obtain a police report for any accident, even a minor one.
The cost of the police report, if charged, may be added to the travel
voucher. Report the accident to the car rental company and to the
NRC'’s Office of the General Counsel. The report shall include copies
of the accident report form, the scope of employment form, the police
report, the car rental agreement, and the traveler authorization (see
MD 7.1 for further instructions).

4.7.4 Government-Furnished Vehicles

47.4.1  Policies Governing Use (31 U.S.C. 1344, 41 CFR 301-2.6(a))

4.7.4.2

Expenses

Government-furnished vehicles may be used for official travel,
including transportation between—

e places where the employee’s presence is required incident to
* official business

e places of official business and places of temporary lodging when
public transportation is unavailable or its use is impractical

e ecither of the above places and suitable eating places, drug stores,
barber shops, places of worship, cleaning establishments, and
similar places necessary for the sustenance, comfort, or health of
the employee

e For Supplies and Services. Employees shall charge expenses
incurred for the purchase of gasoline, motor oil, and, in
emergencies, other supplies or services ordinarily stocked or
furnished by service stations, to appropriate Government credit
cards. These credit cards usually show the license number of a
particular vehicle and cannot be used for purchases for any other
vehicle. Employees shall retain copies of delivery tickets and turn
them over to the motor vehicle dispatcher.

e For Parking Fees, Tolls, Etc. See Exhibit 4.8 of this part.
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4.7.4.3  Obtaining a Government-Furnished Vehicle
Employees shall—

e get authorization on NRC Form 279

e contact the headquarters Administrative Services Center or the
appropriate regional Director of the Division of Resource
Management and Administration to obtain a car for local travel

e use GSA Interagency Fleet Management Centers at a TDY
location

o present a valid driver’s license and copy of travel authorization to
obtain a vehicle

e know rules and regulations (41 CFR 301-2.6(a))
4.7.4.4  Accidents
The traveler shall report accidents 1nvolvmg a Government-furnished

\/ vehicle resulting in personal injury and/or property damage in
accordance with the provisions of MD 7.1.
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Exhibit 4.1

Cost Comparison Statement for Nonuse of Contract Air
Carrier

The use of a noncontract airline between and
(departure city) (arrival city)
is justified based on the following cost comparison:

AN

Contract. Noncontract
Air Carrier Air Carrier

Date of Travel:

Airfare (contract vs. noncontract coach
fares available to the general public)

Ground Transportation (taxi/limousine/privately
owned vehicle mileage)

Lost Productive Time (hourly rate + 35.75%
benefits)

Allowable Overtime (overtime rate + 35.75%
benefits) '

Additional Overnight Lodging (per diem rate for
locality)

Totals: $ $

(Traveler’s Signature) (Date)

(Approving Official’s Signature) (Date)

This statement must be completed and attached to the NRC Form 279 when a noncontract
airline is used under the provisions of nonuse category 3 (see Section 4.2.1 of this part).
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Exhibit 4.2
Request for Authorization and Approval for Use of
Premium-Class Transportation

I certify that it (is) (was) necessary to use ﬁrst-class air/train accommodatlons for travel
between and on for the
(from) (to) (date)

following reasons in accordance with Section 4.2.3.1 of Handbook 14.1.
—or—

I certify that it (is) (was) necessary to use business-class air/train accommodations for travel

between and
(from) (to)
. on for the following reasons in accordance with Section 4.2.3.2 of
(date)
~ Handbook 14.1.
(Traveler’s Signature) (Date)
(Title)

NRC business precludes use of a rest stop for travel to Asia:*

(Traveler’s Signature) (Date)

Office Director/Regional Administrator

Approved:
(Signature) (Date)
(Title)
v *If agplicable, per EDO memorandum of March 13, 1997, regarding foreign travel business class upgrade.
Approved: ‘January 28, 1998 4-31
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Exhibit 4.2 (continued)

Instructions for Preparing the Request

1. Originating Office. Prepare the request as above for either the use of first-class or
business-class, as appropriate. Obtain the traveler’s signature and attach the request
to approved travel authorization or voucher (if after the fact). Submit package to the
Chairman or Executive Council member (i.e., EDO, CFO, or CIO), as appropriate,
for approval of the request.

2. Chairman or Executive Council Member. Approve or deny the request based upon the
criteria in Section 4.2.3 of this part. Send package to headquarters or regional office
authorizing official for processing.

4-32 Approved: January 28, 1998
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Exhibit 4.3
" NRC Form 597, “Gainsharing Award Nomination”

NRC FORM 887 . U.S. NUCLEAR REGULATORY COMMISSION
(9-1997) : -
NRC MD 141 .

GAINSHARING AWARD NOMINATION

EMPLOYEE INFORMATION
NAME
SOCIAL SECURITY NUMBER MAILL STOP
- TRAVEL INFORMATION

TRAVEL AUTHORIZATION NUMBER

VALUE OF AIRLINE TICKET (Attach e-mail price quote and ticket stub)

AMOUNT OF AWARD (S0% of value of the ticket)

SIGNATURE
SIGNATURE — EMPLOYEE DATE

APPROVED BY: DATE

NRC FORM 597 (9-1897) . PRINTED ON RECYCLED PAPER

Approved: January 28, 1998
Revised: 12/29/00 '
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Exhibit 4.3 (continued)

PRIVACY ACT STATEMENT

Pursuant to 5 U.S.C. 552a(e)(3), enacted into law by Section 3 of the Privacy Act of 1974 (Public Law
93-579), the following statement is fumished to individuals who supply information to the Nuclear
Regulatory Commission on NRC Form 597. This information is maintained in a system of records
designated as NRC-21 and described at 58 Federal Register 36469 (July 7, 1993) or the most recent
Federal Register publication of the Nuclear Regulatory Commission's "Republication of Systems of
Records Notices” that is available at the NRC Public Document Room, Gelman Building, 2120 L. Street
NW, Washington, DC.

1 AUTHORITY: 5U.S.C. 4501-4507; 5 CFR Part 451; Section 6008 of the Federal Acquisition
Streamlining Act of 1994 (Public Law 103-355); Executive Order 9397, November 22, 1943.
2. PRINCIPAL PURPOSE: To make payment to employee for gainsharing award.
3. ROUTINE USES: Information may be used for transmittal of data to U. S. Treasury to effact

issuance of award. Information may also be disclosed to an appropriate Federal, State, local

or Foreign agency in the event the information indicates a violation or potential violation of law
and in the course of an administrative or judicial proceeding. In addition, this information may

be transferred to an appropriate Federal, State, local and Foreign agency to the extent relevant
and necessary for an NRC decision about you or to the extent relevant and necessary for that
agency’s decision about you.” Information from this form may also be disclosed, in the course -
of discovery under a protective order issued by a court of competent jurisdiction, and in
presenting evidence, to a Congressional office to respond to their inquiry made at your request,
or to NRC-paid experts, consultants, and others under contract with the NRC, on a need-to-
know basis.

4, WHETHER DISCLOSURE IS MANDATORY OR VOLUNTARY AND EFFECT ON
INDIVIDUAL OF NOT PROVIDING INFORMATION: ltis voluntary that you furnish the
requested information, however, if not provided, the processing of your award may be delayed
or denied.

5. SYSTEM MANAGER AND ADDRESS: Chief, Payroll Branch, Division of Accounting and
Finance, Office of the Chief Financial Officer, U.S. Nuclear Regulatory Commission,
~ Washington, DC 20555-0001.

Approved: January 28, 1998
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Exhibit 4.4

Use of Foreign Flag Justification Statement

I certify that is (was) necessary for
: : ' - (name of traveler)

to use

(name of foreign flag vessel or foreign flag carrier, flight identification number)
or to transport

(personal effects) : (freight) .
between ' ' ' and __
en route from . to.
on for the following reasons:
(date)
(Date) ' (Signature of traveler or authorizing official)
(Title or position)
(Organization)
Approved: January 28, 1998 4-35
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Exhibit 4.5

Loss of Revenue Table for Violation of the Fly America Act

In compliance with 56 C.G. 209 (1977), the NRC has adopted the mileage proration formula
for determining a traveler’s liability for violating the Fly America Act. This formula measures
the loss of revenue to a U.S. flag (American) air carrier on the basis of the difference between
the prorated cost of the American air mileage authorized to be used and the American air

mileage actually used.

The following table should be used to calculate the traveler’s liability for the loss of revenue to
the American air carriers. The loss of revenue amount will be deducted from the traveler’s

voucher.
Loss of Revenue
Prorated
American |Total Total Cost of
Carrier Carrier Carrier American
Mileage + |Mileage = |Ratio x Fare = Portion
Authorized Travel
minus
Actual Travel
Loss of Revenue (Traveler’s Liability) =

Approved: January 28, 1998
Revised: 12/29/00
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Exhibit 4.6

U.S. Department of State Application for

Passport/Reglstratlon

UNITED STATES DEPARTMENT OF STATE
APPLICATION FOR O PASSPORT O REGISTRATION
SEE INSTRUCTIONS—-TYPE OR PRINT IN INK IN WHITE AREAS
1. NAME Pnet mame . MOOLE MAME ”~

*
1
: . 1.
LAST nasE . N
!
.,

2. MAILING ADDREESS
STREST

. R D
COUNTRY ™ CARE OF M End. 2.

CITY. STATE, - . . O S5Y. O 10Y. _issve
De Cooe . .

Dete
Exp.

- O DP

3. SEX | 4. PLACE OF BIRTH City, S!-t.or?ravm(:amw DATE OF BIRTH ..

, 1 | [
oot Inches 12. PERMANENT ADORESS (Street, Clty, State, ¥ Cede)

|
SEE FEDERAL
L_VD LAW NOTICE ON I
Mele _Fomase o ear REVERSE SI0€ © 1 1 [ |
7. HEIGHT 8. COLOR OF HAIR 9. COLOR OF EYES - 10. (Area Code) HOME PHONE 11. (Arsa Code) BUSINESE PHONE

TAX SOGAL SECURITY NUMBER

Pl |||||l|||
. 13. OCCUPAT

|‘ : - 11 YESI1 NO
— $5. MOTHER'S MAIDEN KAME BIRTHPLACE BIRTH DATE  U.S. CITIZEN
! - ) ) . 1) YES L] NO

% 14. FATHER'S NAME *  BIRTHPLACE BIRTH DATE  U.S. CITIZEN [18. TRAVEL PLANS  (wot Memavasry)

COUNTRIES " DEPARTURE DATE
LENGTH OF ETAY

IF UNABL!
NAME IN WHICH ISSUEO PASSPORT NUMBER ISSUE DATE (Mo., Dey, Y

gy OO0

17. HAVE YDU EVER BEEN ISSUED A U.S. PASSPORT? YES 0 NO O IF YES. SUBMIT PASSPORT IF AVAILABLE. [ Submitted
E TO susMmiT HOS'I’ RECENT PASSPORT, STATE ITS DISPOSITION: )WMPLEYE NEXT UNE

SITION

TOS

SUBMIT TWO RECENT 18. HAVE YOU EVER BEEN MARRIED? Ul YES 0 NO -

1
1
|
!

WIDOWED/DIVORCED? (3 YES ONO

SPOUSE'S FULL BHTTH NAME - . SFOUSES BRTHPLACE

e, OO
¥ YES, GIVE DATE Dj[:DDj

h—e
FULL NAME

ADORESS

2

IIWORATEDYOMU.S. lm D CONTINUOUSLY N THE
rom (Mo., Y1.) To (Wo., Yr.)

cedimnmmenmeand

18. IN CASE OF EMERGENCY, NOTIFY Mursm Mot Traveiing Wik Yool RELATIONSHIP
Mandetery) . .

20, roumﬂmmmemu

. tArea Cooe) PHONE NUMBER

CITIZEN THROUGH NATURALIZATION
us. DATE MTWN.IZED (Mo., Dary, Y1)

‘ L sttt Dj D:] : D:l Cd LI LI} epiace

- 21.wmwmmmxumwmwmnmmmmmm

I‘Iv-nnol ., since acuiring United Sates cit! cittpenship, parformed arvy of the acta keted under *Acts or Cor onthe

of this formn (Uniess explanstory staternent
- o me. .

Iwwmwwmnmmmmwu‘mwmr " d
SubecTiDed and swom 10 (sfemed) Defore me LT e L (SEAL)

o o o

. X
. Month Dey _ Year of Count or

i

ASSPORT Agert . - e
Postal Employes
(Wumownwwm) O (Vice) Conma USA A

oon

of persan bwwj

mlmm o rwr ooam‘s DO‘"’ERM
ISSUE DATE EXPIRATION DATE K

’

ISSUED N THE NAME OF - °

. FOR mNOOFHCEUStONLY(W'lMuM)
SitmCot. SA ' CR  Ciy ' Fiedhssued:

Passport  Bearer's Neme: X '

Report of Birth

Other:

- APPLICATION APPROVAL ’

b~
a
a
[w]
O Netumitmtion/Clizenship Cent.  No.:
[m]
O seena 24,
Retsned
o]

Ansched FEE EXEC.

rOST

FORM DSP-11 (12-87) B (SEE INSTRUCTIONS ON REVERSE)

- mwmn‘wmp.mm

Approved: January 28, 1998
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Exhibit 4.6 (continued)

UNITED STATES DEPARTMENT OF STATE . -
PASSPORT APPLICATION

FEDERAL TAX LAW: .

Section 6039E of the Internal Revenue Code of 1986 requires a passport applicant to provide his/her name (#1), mailing address (#£2), date of birth
(#5), and social security number (#6). If you have not been issued a social ncurit{ number, enter zeroes in box #6. Passport Services will provide
this information to the Internal Revenue Service routinely. Any applicant who fails to rrwidc the required information is subject to a $500 penalty
enforced by the IRS. All questions on this matter should be referred to the nearest IRS office.: - -

ACTS OR CONDITIONS ‘ ' . -

(If any of the below-mentioned acts or conditions has been performed by or applies to the applicant, the portion which applies should be lined out,
and a suppl ry expl y stat t under oath (or affirmation) by the applicant should be attached and made a part of this application.)
I have not, since acquiring United States citizenship, been naturalized as a citizen of a foreign state; taken an cath or made an affirmation or other
formal declarstion of allegiance to a foreign state; entered or served in the armed forces of a foreign state; accepted or performed the duties of any
office, or employment under the government of a foreign state or political subdivision thereof; made u formal renunciation of nationality either .
in the United States or before a diplomatic or consular officer of the United States in a foreign state; or been convicted by a court or court martial
of competent jurisdiction of committing any act of treason against, or sttempting by force to overthrow, or bearing arms against, the United States,
or conspiring to overthrow, put down, or to destroy by force, the Government of the United States; or having been naturalized, within one year
after such naturalization, returned to the country of my birth or any other foreign country to take up a permanent residence,

WARNING: False statements made knowingly and willfully in passport applications or in affidavits or other supporting documents submitted therewith
are punishable by fine and/or imprisonment under provisions of 18 USC 1001 and/or 18 USC 1542. Alteration or mutilation of a passport issued
pursuant to this application is punishable by fine and/or imprisonment under the provisions of 18 USC 1543. The use of a passport in violation
oﬂahe restrictions contained therein or o(’t::\rsspoﬂ. regulations is punishable by fine and/or imprisonment under 18 USC 1544. All statements
and d submitted are subject to verification. . . -

PRIVACY ACT STATEMENT: L - ) .
The information solicited on this form is authorized by, but not limited to, those statutes codified in Titles 8, 18, and 22, United States Code, and
all predecessor statutes whether or not codified, and all regulations issued pursuant to Executive Order 11295 of Au 5, 1966. The primary
purpose for soliciting the information is to establish citizenship, identity, and enlitlement to issuance of a United States Passport or related facility,
and to properly administer and enforce the laws pertaining thereto. IR .

The information is made available as & routine use on a need-to-know basis to personnel of the Department of State and other government agencies
having statutory or other lawful authority to maintain such information in the performance of their ofTicial duties; pursuant to a court order: and,
as set forth in Part 171, Title 22, Code of Federal Regulations (see Federal Register, Volume 42, pages 43791 through 49795),

Failure to provide the information requested on this form may result in the denial of a United States Passport, related document, or service to
the individual seeking such passport, document, or service.

HOW TO APPLY FOR A U.S. PASSPORT. U.S. psssports are issued laces of residence/physical presence in the United States and abroad
only to U.S. citizens or nationals. Each person must obtain his or her ore your birth, . . R
own . oo .
1P 503 ARE A FIRST-TIME APPLICANT, please complete and sub- 2} PROOF OF IDENTITY. If you are not personally known to the
it this application in person. (Applicants under 13 years of age usually acceptance agent, you must establish your identity to the agent’s satisfac-
Treoute the avplication on the chiIT 3 benelf) Each applistron most be o A e e e o oing ontaining Your
- 1 3 . ¥ signature ysical iption or photograpl at is a good )i ess
.7 accompanied by (1) PROOF OF U.S. CITIZENSHIP, (2) PROOF OF IDEN- of you: previous U.S. passport; Certificate of Naturalization or of Citizen.
TITY, (3) TWO PHOTOGRAPHS, (4) FEES (av explained below)toone - ship: driver's license (not temporary or learner’s licensek or government
of the following acceptance agents: a clerk of any Federal or State court (Federal, State, municipal) identiiication card or pass. Temporary or
of or a judge or clerk of any probate court accepting applications; altered documents are not ac able. -
2 designated postal employee at a selected post office; or an agent at & IF YOU CANNOT PROVE Ycéf}x [DENTITY as stated above, you must
. Passport Agency in Ch 1 u Los Angeles, appear with an IDENTIFYING WITNESS who is a U.S. citizen or per.
. Miami, New Orleans, New York, Philadelphia, San Francisco, Seattle, manent resident alien who has knowrx\,!ou for at least 2 years. Your
Stamford, or Washington, D.C.; or a U.S. consular official, witness must prove his or her identity and complete and sign an Affidavit
IF YOU HAVE HAD A PREVIOUS PASSPORT, inquire about of Identifying Witness (Form DSP.71) before the acceptance agent. You
eligibility to use Form DSP-82 (mail-in apelication). . must also submit some identification of your own. :
Address req for d t of validity, or .

additional visa pages to l’l"asspoc‘lr l Agency or a U.S. Consulate or Embassy . g . . .

abroad. Check visa requirements wn:?onsulnr officials of countries to 3) TWO PHOTOGRAPHS. Submit two identical photographs of you
be visited well in advance of your departure. alone, sufficiently recent to be a good likeness (normally taken within
(1) PROOF OF US. CITIZENSHIP. -~ ° . the last 6 months), 2 x 2 inches in size, with an image size from bottom

. . of chin to top of head lincluding hair) of between 1 and 1.3/8 inches.
U(g Apil#gc??iioﬁdngl%m&m SIAJIE‘:' m‘:.'::':m Photographs must be clear, front view, full face, taken in normal street
in.du::your given name and surname, date and place of birth, date the- attire without a hat or dark %LM and printed on thin paper with &
birth record was filed, and seal or other certification of the official plain light (white or off-white) background. They may be black and white
castodian of such A Afiled tbn: 1 year after the birth or color. They must be capable of withstanding 8 mounting temperature
is acceptable if it is supported evid:.-m'c deacribed in{hc next paragraph. of 225* Fahrenheit “OT Celsius). Ph‘gtograpgl » 30 that your
IF NO BIRTH RECORD E submit registrar’s notice to that effect. o hine prints, and resgazine of fatt] &m‘,’";mom o """‘;'l‘e'f
Also submit an early baptismal or circumcision certificate, hospital birth ne pri g - phs are unaccepta
record, early census, school, or family Bible records, newspaper or
insurance files, or notarized affidavits of persons having knowledge of {4) FEES, Submit $65 if you are 18 years of age or older. The passport
your birth (preferably with at least one record listed above). Evidence fee is $55. In addition, a fee of $10is charged for the execution of the
should include your given name and surname, date and place of birth, application. Your pa: will be valid for 10 years from the date of issue
and seal or other certification of office (if customary) and signature of except where limited by the Secretury of State to a shorter period. Sub-
issuing official. mit $40 if you are under 18 years o(afe. The passport fee is $30 and the
(b) APPLICANTS BORN OUTSIDE THE UNITED STATES. Submit execution fee is $10.Your pa will be valid for 5 years from the date
previous U.S, or Certificate of Naturalization, or Certificate of of issue, except where limited as above, - B T
Citizenship, o%ofmnh Abroad, or evidence described below. P.Lih. pass) and execution fees in one of the following forms:
IF YOUC C ENSHIP THROUGH NATURALIZATION OF chec , certified, traveler's; bank draft or cashier’s check; money
. PARENT(S), submit the Certificate(s) of Naturalizatian of your parent(s), order, U.S, Postal, international, currency exchange; or if abroad, the
. our foreign birth certificate, and proof of your admission to the United foreign currency equivalent, or a check drawn on a U.S, bank, -
tes for permanent residence. - Make passpart and execution fees payable to Passport Services (except -
' _IF YOU CLAIM CITIZENSHIP THROUGH BIRTH ABROAD TO US. if applying at a State court, pay execution fee as the State court requires)
CITIZEN PARENTIS), submit a Consular Report of Birth (Form FS-240) or the appropriate Embassy or Consulate, if abroad. No fee is charged
or Certification of Birth (Form DS-1350 or 5), or your foreign birth to applicants with U.S. Government or military authorization for no-fee
certificate, perents’ marri certificate, proof of citizenship of your passports (except State courts may collect the execution fee). Pay special
parent(s), and aflidavit of U.S, citizen parent(s) showing sl periods and postage if spplicable, :
FORM DSP-11
12-87 - .

4-38 Approved: January 28, 1998
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Exhibit 4.7

Mlleage Relmbursement Rates
(Effective June 7, 1996)

Mileage rates for using a privately owned vehicle (POV) are given below.’

Type of POV ' Mileage Rate per Mile
Automobiles I ‘ "~ 31cents
|Motorcycles - 25 cents
* [Private airplanes : . _85cents .

Mileage rate exceptions to the above chart are giVen in 41 CFR 301-4.4.
If a Government-furnished vehicle is available use 23.5 cents per mile.

~ If employee using a POV is prevmusly committed to a Govemment-furmshed
vehicle, use 10.5 cents per mile.

Approved: January 28, 1998 4-39
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Exhibit 4.8

Allowable Incidental Expenses Related to Section 4.7,
“Other Transportation Allowances”

The traveler must itemize the allowable expenses related to other transportation on the travel
voucher.

Allowable Expenses

Privately Government-
Owned Rented Furnished
Incidental Expenses Vehicle Vehicles Vehicles
Gas and Oil * X **
Parking fees and overnight garage storage, :
landing and tie-down fees X X X
Garage, hangar, or boat slip rental X X
Tolls and bridge, ferry, road, and tunnel fees X X X

* May reimburse when authorized to use on an actual expense basis
** Charge to Government credit card for the particular vehicle (identified by license plate
number)

The traveler should purchase gasoline at a service station before returning the rental car when
it is less costly to do so.

4-40 ' Approved: January 28, 1998
Revised: 12/29/00
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Part 5 ‘Paying for Travel Expenses

5.1 Government Contractor-Issued Travel Charge Cards (41 CFR 301-15

Subpart C)

511 Eligibility

The NRC participates in the General Services Administration’s

. (GSAs) contract for the issuance and maintenance of charge cards for

Federal employees to cover. transportation, subsistence, and other
allowable expenses. The current contract is with American Express.

Cardholders can receive -emergency assistance, learn more
about the features and benefits of the:Government card, or
obtain answers to questions regarding their account by calling
1-800-492-4922 (collect from overseas, 602-492-4922) 7 days a
week, 24 hours a day. If cardholders would like to change their
personal identification number (PIN), if they forget their PIN,
or if their PIN is deactivated, cardholders may call
1-800-CASH NOW '(1-800-227-4669) ‘or, from outside the
United States, call collect 904-565-7895.

' Any NRC employee who expects to make two or more trips during any

12-month period (frequent traveler) should apply for the card.

The headquarters or regionél travel office will provide a frequent
traveler with a charge card application. The applicant should—

o read the “Agreement Benﬁéen Agencyldrganization Employee...”
in its entirety (Exhibit 5.1)

T

. cotﬁplete’and sign the applicatioﬁ and return it to the headquarters

or regional travel office for submission to the contractor who will
issuethecard =~ &, - .

Approved: January 28, 1998
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5.1.2 Use

5.1.3 Payment

The charge card contractor will—

establish the individual account

issue the card in the name of the employee (referencing the U.S.
Nuclear Regulatory Commission) upon request of an NRC
program coordinator

mail the charge card, along with detailed information on program
benefits, directly to the participating employee’s stated address
within 3 working days of receiving the application from the NRC
program coordinator

A cardholder only may use his or her travel charge card for official
travel, which includes—

obtaining authorized travel advances through automatic teller
machines (ATMs)

paying for official travel expenses such as hotels, meals, and rental
cars '

obtaining common carrier tickets when a Travel Management
Center (TMC) is not available or when the traveler has been
specifically authorized to charge his or her ticket

The charge card should not be used for personal expenditures or
anything else that would not be reimbursable on the employee’s travel
voucher.

Use of the Government contractor-issued travel charge card
for unauthorized travel advances or purchases that are not
eligible for reimbursement on a travel voucher may result in
disciplinary action, up to and including removal.

Cardholders are responsible for paying monthly bills promptly. Failure

to do so will result in one of the following:

e Charge card privileges will be Suspehded if full payment is not

received: within 60 days of the billing date. Depending on the
circumstances, failure to pay the bill within 60 days may result in
disciplinary action by the NRC against the cardholder.

Approved: January 28, 1998
Revised: 12/29/00
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o Charge card privileges will be cancelled if full payment is not
received within 120 days of the billing date.

e The NRC will not assume any liability for charges incurred on an
employee charge card, or lost or stolen cards.

The Government travel card contractor may report accounts that are

120 days overdue and cancelled to national credit bureaus.

Reimbursement

The cardholder should request reimbursement on a travel voucher
(NRC Form 64 and 64A or B; see Exhibit 7.2 of this handbook).

He or she shall submit the voucher to the headquarters or regional
travel office within 5 workdays of completing a trip or periodically, as
needed, during extended temporary duty travel.

5.1.5 Departure or Relocation

When a cardholder resigns, retires, or transfers to another agency, the
card must be turned in to the headquarters or regional travel office
before departure. When an employee changes his or her official duty
station, he or she shall immediately notify the travel office and the
charge card contractor with the change of address.

5.2 Travel Advances (41 CFR 301-10.3)

Generally, NRC will authorize travel advances to NRC employees for
authonzed out- of-pocket expenses

Frequent travelers are encouraged to obtaln the Government
contractor-issued travel charge card. Frequent travelers who choose

" not to obtain the card will be authonzed travel advances as if they had
" obtained the card. ‘

Travel advances are not allowed either for non-NRC employees or for

" local travel.

Advances for change of station and temporary duty travel are
maintained separately; one cannot be used to offset the other.

pproved: January 28, 1998
Revised: 12/29/00
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5.2.1 Amounts of Travel Advances

Travel advances are designed to cover an employee’s cash needs. This
includes the allowance for meals and incidental expenses (M&IE);

miscellaneous transportation expenses such as taxis, tolls, parking, and
gasoline; and any other miscellaneous expenses that cannot be charged
on the Government contractor-issued travel charge card. Lodging and

‘rental car expenses are not considered cash expenses unless the lodging

facility or rental car company does not accept the card.

Advance amounts are as follows:

e For individual trips, multiply the number of days in travel status by
the appropriate M&IE allowance and add the authorized
miscellaneous expenses and gasoline expenses.

e For travel on a continuing basis, NRC limits advances to estimated
out-of-pocket expenses (M&IE allowance, authorized
miscellaneous expenses, and gasoline expenses) for no more thana
45-day period.

e Twenty percent of the estimated mileage reimbursement is
considered to be an out-of-pocket expense.

e The minimum travel advance that NRC will authorize is $20.

The NRC will provide travel advances for expenses that could
ordinarily be charged to an employee’s Government contractor-issued
travel charge card only under the following circumstances:

e Ahotel or motel that accepts the card is not available.

e An employee does not have a card because he or she travels
infrequently.

e The card has been requested but has not yet beenissued. The date

on which the traveler applied for the card should be noted on NRC
Form 279. 1

The traveler must sign a brief statement explaining the circumstance on
the applicable travel authorization or supporting documentation.

Travel advances under these circumstances will not exceed 80 percent
of the estimated costs unless the traveler certifies on NRC Form 279
that the 80 percent limitation would impose an undue financial
hardship.

Approved: January 28, 1998
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5.2.2 Typesof 'Iravel Advances

NRC travelers must request travel advances on NRC Form 279. The
types of travel advances, the NRC’s preferred method of obtaining
advances, and the employees’ accountability for these advances are
discussed below.

5.2.2.1 Automatic Teller Machines

Employees shall obtain all authorized travel advances from ATMs with
their Government contractor-issued travel charge card, except under
the following circumstances:

‘e Infrequent traveler. The employee travels once or less a year and
does not have a Govemment contractor-issued travel charge card.

- o Extended temporary duty The employee will be on temporary duty
in excess of 30 days.

e Remotelocation. The official dutystationis in a remote areawithno
access to ATMs.

e Unusual circumstances. One example is an employee on foreign
travel and the amount of cash needed exceeds the amount an ATM
will dlsburse '

° Reglstratlon or other fees These are fees for which payment is
required in advance of the trip.

Travel advance requests should be rounded to the nearest $20.

ATM transactions are limited to $500 during the course of a 7-day
rolling period. For a higher weekly limit, if circumstances warrant,
contact the headquarters or reglonal travel charge card coordmator

Travelers should obtam advances no earher than 3 business days before
departure and no later than the last day of travel. Withdrawals can be
made anywhere at the traveler’s convenience, but may not exceed the
amount stated on the travel authonzatlon except as noted in the next

paragraph.

If a traveler must obtain an ATM advance without prior approval
because of an emergencysituation (such as the unexpected extension of
a trip), he or she must include a statement justifying the advance with.
the travel voucher. If time permits, travelers should verify the advance
amount with their travel office before obtaining the advance.

Approved: January 28, 1998 .
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Claims for ATM fees will be allowed only when the ATM advance is
authorized on the travel authorization. The portion of the fee claimed
for withdrawals in excess of the amount of the advance authorized will
be disallowed. If a trip is cancelled, fees for ATM withdrawals made
more than three business days before the start date on the travel
authorization are not reimbursable. Fees for ATM withdrawals made
after the last day of travel are not reimbursable.

Employees who are issued blanket travel authorizations must include
the statement, “ATM travel advances are authorized when necessaryon
an individual trip basis in accordance with NRC Management
Directive 14.1, Part 5.” on the travel authorization. The advance
amount will be left blank and employees will calculate and obtain their
advance on a trip-by-trip basis. Reimbursement for the ATM
transaction fees will be determined by whether the amount of the ATM
advance obtained was appropriate for a specific trip as defined at
Section 5.2.1 of this handbook.

ATM advances are exclusively for travel expenses that are eligible for
reimbursement. ATM advances, plus ATM transaction fees, will be
billed to the individual cardholder’s account and reimbursed as
allowed through the normal travel voucher process. Cardholders are
responsible for paying their account balance, including any ATM travel
advances. These advances are issued by the Government contractor-
issued travel charge card contractor and must be repaid to the
contractor.

NRC will not reimburse ATM transaction fees when a traveler uses a
personal charge card to obtain a travel advance for official travel.

5.2.2.2 Other Advances

Requests for check advances should be forwarded to the appropriate
travel office at least 7 working days before the advance is needed.

(1) Third-Party Check

Advances of $10,000 or less can be issued to NRC travelers in the
form of third-party checks.

(2) U.S. Treasury Check

. Advances can be issued by U.S. Treasury check for any authorized
amount.

5-6
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(3) Repayment of Advances

Check advances issued by NRC and the U.S. Treasury must be
repaid to the NRC. Travel advance amounts must be noted on the
travel voucher and will bé deducted from the traveler’s total
reimbursement. Repayment for excess advances must accompany
the voucher.

Travel advances issued for extended travel should be noted on the
travel voucher, along with the date on which the advance should
be offset. The advance must be offset or repaid in full on the last
travel voucher. ‘ '

Travelers may pay by check, money order, or cash. Checks or
money orders should be made out to the U.S. Nuclear Regulatory
Commission and should have the travel authorization number
annotated on the face of the check.

- Travel advances that are not retumed to the NRCwithin 30 days of

the travel end date will be collected through salary offset in
accordance with 5 U.S.C. 5705.

Travel advances _for:,éz{nccll'ed trips must be returned to NRC
immediately. o

Transferring or separating employees must settle all outstanding

~ advances with the NRC before their transfer or separation date.

Unreturned advances will be -collected in accordance with the

. “Accounts Receivable and Debt Collection” chapter of the Office

of the Controller’s Accounting Policy Manual.

5.3 Payment for Travel

53.1 Government Travel Ac'cdﬂqt’(GTA) for Common Carrier Transportation (41 CFR

- 301:10.2)

NRC travelers are required to obtain commercial transportation .
tickets through NRC TMCs except under emergency circumstances or
by exception granted by the Director, Division of Accounting and
Finance (DAF), Office of the Chief Financial Officer (OCFO). When

- official travel tickets are obtained through the TMC, the tickets are
billed to NRC’s GTA. - :

Approved: January 28, 1998
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5.3.2 Government Contractor-Issued Travel Charge Card

Employees should use their individual Government contractor-issued

_ travel charge card to obtain official travel tickets only in emergency
situations or when tickets cannot be obtained through NRC’s TMC
centrally billed Government travel account.

5.3.3 Cash Payments for Transportation Services (41 CFR 301-10.2)
5331 Using Cash

The use of personal or traveler’s checks or personal credit cards is
considered equivalent to cash. Travelers may use cash to procure
transportation services under the following circumstances:

e when the cost does not exceed $100 excluding Federal
transportation tax

e when reduced group or excursion fares are available from travel
agencies and an administrative determination is made that use of
the service will result in a monetary savings to the Government

e under emergency circumstances, when the use of other forms of
payment is not possible or the NRC did not advise new employees,
or invited or infrequent travelers, of the proper procedures for
purchasing transportation services

Cash purchases must be approved by the DAF, OCFO, or by regional
administrators for regional offices. This authonty may be redelegated
(see Exhibit 1.1 of this handbook). The approving official and traveler
will certify the reasons for the cash purchase on the travel voucher.

5.3.3.2  Accounting for Cash Payments

A traveler using cash to purchase any authorized passenger
transportation service shall furnish pertinent receipts, passenger
coupons, or other appropriate evidence to support the claim for
reimbursement.

Receipts are not required for local transit system fares.
When the traveler purchases a common carrier ticket with cash, he or

she must initial the statement on the front of the voucher assigning all
rights for overcharges to the United States.

Approved: January 28, 1998
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.. Exhibit 5.1

~ Government Card Application and Agreement
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Exhibit 5.1 (continued)

AGREEMENT BETWEEN AGENCY/ORGANIZATION EMPLOYEE AND
AMERICAN EXPRESS TRAVEL RELATED SERVICES COMPANY, INC.
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Part 6 Per Dlem 8

6.1 General (41 CFR 301-7)

The per diem allowance is a daily payment for lodging, meals, and
related incidental expenses, instead of actual expenses. Per diem is
separate from transportation (see Part 4 of this handbook) and
miscellaneous expenses (Section 6.3 of this part), which are also
reimbursable. - - 3 :

The pér diem allowance covers the follbwing charges, including taxes
and service charges, where applicable, for lodging, meals, and
incidentals:

e lodging (which does not include accommodations on airplanes or
trains) includes— :
— overnight sleeping facilities
— baths |
—  personal use of the room during daytime

— service charges for fans, air conditioners, heaters, and
- fireplaces when such charges are not included in the room rate

e meal expenses, iiﬁc?lu_c‘lin"g' related tips and taxes
o incidental expenses includes:
. — 'fees and tfp's?<fo ‘waiters and waitresses, porters, baggage
' .carriers, -bellhops, hotel maids, dining room stewards or
stewardesses, and servants in foreign countries
- lauh_dr); and cleaning and pressing Qf clothing

' — transportation between: places ‘of lodging or business and
- places where meals ‘are taken ‘except as provided in 41 CFR
301-2.3 (b)

— telephone calls necessary to resérve lodging

Approved: January 28, 1998
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6.1.1 Maximum Per Diem Rates (41 CFR 301-7.3)

6.1.1.1  Continental United States (CONUS)

Maximum per diem rates for the continental United States (CONUS)
are established by the General Services Administration (GSA) and
published in the Federal Register and the Federal Travel Regulation.
They are also listed in the OAG “Official Traveler” travel gulde

6.1.1.2  Nonforeign Areas Outside CONUS and Foreign Areas

Maximum per diem rates for foreign areas are established by the
Secretary of State. Maximum per diem rates for nonforeign areas
outside CONUS are established by the Secretary of Defense. Both are
published in Maximum Travel Per Diem Allowances for Foreign Areas,
Section 925, A Supplement to the Standardized Regulations
(Government Civilians, Foreign Areas). Per diem rates for nonforeign
areas also are published in the OAG “Official Traveler” travel guide.
To obtain foreign per diemrates, contact the headquarters travel office.

6.1.2 Per Diem Entitlement (41 CFR 301-7.5)

The NRC generally does not allow per diem for travel to points within
35 miles of the official duty station, as determined by standard highway
mileage guides (see Section 2.3.2 of this handbook for exceptions).

A per diem allowance will not be granted for periods of official travel of
12 hours or less.

When a traveler crosses the International Date Line (IDL, 180th
meridian), he or she should use the actual elapsed time to compute per
diem rather than calendar days Essentially, when traveling across the .
IDL, a traveler loses 1 day going over and gains 1 day coming back.
However, if the traveler goes around the world, he or she should use

- actual elapsed time to compensate for the day lost when crossing the

IDL. In practice, the traveler may calculate the per diem rate by—

e countingthe firstand second days of travel when crossing the IDL as
only 1 day (i.e., use three fourths of the applicable meals and
incidental expenses (M&IE) rate for the departure time until
-midnight plus the applicable lodging rate for the destination)

e counting the last day of travel as one full day M&IE plus three
quarters of a second day’s M&IE

Approved: January 28, 1998
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6.1.2.1  The Lodgings-Plus System (Types of Allowable Lodging)

The NRC uses the Governrhent"s lodgings-plus system, which includes

~ the cost of lodgings up to a prescribed limit, plus a prescribed allowance

for M&IE for temporary duty (TDY) travel. The total cannot exceed
the applicable maximum per diem rate for the location concerned (see
41 CFR 301-7.9(c)(1)).” ~

The lodging per diem rate will be that of the TDY location, whether or
not the traveler chooses to stay at that location. If no suitable lodging is
available at the TDY location, then the applicable rate will be that of
the nearest adjacent locality.-If the rate for the adjacent community is
higher, then it must be authorized in advance.

The NRCwill reimburse the traveler only for the actual cost of lodging
up to the maximum amount. Travelers must use prudent judgment in
renting. Types of and allowable lodging expenses are described below.

o Conventional lodging facilities. These facilities are hotels, motels, -

boarding houses, and so forth. The allowable lodging expense is the

--single room rate. Weekly or monthly rentals are discussed further
on in this list. P :

e Government qilarieré. A fee or service charge for the use of
Government quarters is an allowable lodging expense.

e Stay with friends or relatives. If an employee stays with friends or
relatives (including members of the immediate family), he or she
may not claim any lodging allowance unless the host actually incurs
additional costs in accommodating the employee, such as renting a
bed. In such instances, the -employee must substantiate the
additional costs and the NRC must approve them as reasonable.

~* Host gifts are not reimbursable (see 41 CFR 301-7.9(c)(3)).

e -Nonconventional :facilities. If ‘conventional lodging facilities are

not available (e.g., in remote areas or when there is a shortage of
rooms because of a special event), the NRC may allow travelers to

" claim ‘the ‘costs’ of .lodging obtained in nonconventional facilities
(such as college dormitories or rooms made available to the public
by area residents). In such cases, the traveler must explain the
circumstances that ‘resulted in obtaining nonconventional lodging
(see 41 CFR 301-7.9(c)(4)).

e Trailer or camping w;ehicle. The NRC may allow the traveler to
claim a lodging expense when the traveler uses a trailer or camping

Approved: January 28, 1998
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vehicle while on temporary duty assignments away from his or her
official station (see 41 CFR 301-7.14(b)) for allowable lodging costs
and per diem computations in such situations).

Privaiely-owned camper or recreational vehicle (RV). Allowable
lodging expenses include parking fees; fees for connection, use, and
disconnection of utilities (electricity, gas, water, and sewage); bath
or shower fees; and dumping fees. Depreciation is not considered a

. lodging cost (see 41 CFR 301-7.14(b)(1)).
‘Rented campers or RVs. When the NRC approves use of a rented

RV, travelers may consider the.rental fee plus the lodging costs
described under privately owned camper or RV above as lodging
costs. If the traveler rents an RV without pre-approval, the NRCwill
not pay rental fee charges (see 41 CFR 301-7.14(b)(2)).

, Weekly or monthly rentals (see 41 CFR 301-7.14(a)(1)). When an

employee rents a room, apartment, house, or other lodging on a
weekly or monthly basis while on a temporary duty assignment, he
or she may consider the following expenses as part of the lodging
costs:

— if unfurnished, the cost of renting appropriate and necessary
furniture and appliances, such as a stove, refrigerator, chairs,
tables, bed, sofa, television, or vacuum cleaner

-~ cost of connection, use, and disconnection of utilities
— cost of reasonable maid fee and cleaning charges

— monthly telephone use fee (does not include installation and
long-distance calls)

— cost of special user fees, such as cable TV charges

Generally, a security deposit will notbe relmbursed (See Section 6.1.3
for reimbursement of forfeited rental deposits when official temporary
duty is curtailed, cancelled, or interrupted for official purposes.)

To compute daily costs, divide the total lddging costs plus allowable
expenses by the number of days the accommodations are actually
occupled

6.1.2.2  Meals and Incidental Expenses Rate

The M&IE allowance is a fixed amount for meals and incidental
expenses related to subsistence and is payable without itemization of
the expenses. ‘

Approved: January 28, 1998
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e When the Entire Trip Is More Than 12 Hours but Does Not Exceed

24 Hours

— When lodging is not required, M&IE will be three-fourths of
the applicable M&IE allowable for the TDY location. If more
than one temporary duty point is involved, travelers will use the
highest of the M&IE rates prescribed for the locations where

the business is performed.

—  When lodging is required, the M&IE will be three-fourths of
the applicable M&IE rate for the lodging location.

e When the Trip Is More Than 24 Hours (41 CFR 301-7.8)

" Travelers shall determine the maximum M&IE rate for each calendar
day of travel according to where they are at mldnlght and whether
lodging is required at that location. Only one maximum rate applies to
a calendar day (12:01 a.m. to midnight) or fraction thereof. The
traveler shall apply the following rules to calculate the allowable

M&IE, starting with where the traveler is at midnight: .
Travel Status Maximum M&IE Rate
Day travel begins ,
e enroute to TDY without lodging 75 percent of
(e.g., in the air or on a train) destination M&IE rate
e enroute to TDY with lodging 75 percent of
destination M&IE rate
Full calendar days of travel in a travel
status
e without lodging 100 percent of the
- destination M&IE rate
e with lodging -100 percent of lodging
_ location M&IE rate
Returning from travel -

e full calendar days while en route 100 percent of preceding
overnight wnhout lodging . calendar days M&IE
rate

o day travel ends
— without lodging 75 percent of preceding
calendar days M&IE
rate ~ ' c
— employee performs TDY- - 75 percent of enroute
enroute to duty station or home TDY location M&IE
‘rate ‘
Approved: January 28, 1998
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6.1.2.3  Reduced Per Diem Rates (41 CFR 301-7.12)

The NRC may authorize a reduced per diem rate when lodging and
meals are free or at a nominal cost. Travelers should indicate in the
remarks of NRC Form 279 when lodging and/or meals are being paid
for by NRC purchase order or training request or furnished by another
source.

When lodgings are furnished through an NRC purchase order, the
agency will not authorize or approve a per diem allowance for other
subsistence expenses that will, when combined with the cost of lodging
furnished, exceed the applicable maximum per diem rate.

¢ CONUS Locations

When meals are furnished by thé Federal Government without
charge or at anominal cost, the traveler shall reduce the M&IE rate
for CONUS locations by the dollar amount shown below:

M&IE Rate*  $30 $34 © $38 $42
Breakfast: 6 7 8 9
Lunch: 6_ 7 8 9
Dinner: 16 18 20 22
Incidentals: 2 2 2 2

*Effective 1/1/97.

e Outside CONUS Locations

When meals are furnished by the Federal Government without
charge or at a nominal cost, the traveler shall contact the
headquarters or region travel office to obtain the appropriate
reduced M&IE rate for locations in both nonforeign and foreign
areas.

e Travel Exceeding 30 days

When NRC employees are traveling for more than 30 days at
temporary duty locations and can secure lodgings and/or meals at
lower costs, the per diem rate should be reduced accordingly. If the

Approved: January 28, 1998
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extended temporary duty is for training, see Section 6.1.2.4 of this
part. ,

6.1.2.4  Applicable Per Diem Rates for Extended Training Assignment (More Than 30
- Calendar Days, 41 CFR:301-7.12(d)) -

The NRC generally will authorize 55 percent of the applicable full per

diem rate unless survey data of actual costs for the area or

documentation of the circumstances (e.g., unavailability of acceptable -
lower cost lodging) justify authorizing a higher amount. This amount

should not exceed the applicable full per diem rate.

6.13  Calculating Special Situation Per Diem Allowance

6.1.3.1  Curtailed or Interrupted Temporary Duvty (41 CFR 301-7.14(c))

When the temporary duty assignment is curtailed or interrupted for the
benefit of the Government or for other reasons beyond the traveler’s
control and the traveler is unable to obtain a refund of prepaid lodging,
the NRC may reimburse expenses incurred for unused lodging under
the following conditions:

e The NRC determines that the employee acted reasonably and
prudently in incurring allowable lodging expenses based on the
- approved travel. - L

o The employee tried to obtain a refund of the prepaid lodging costs
or otherwise took steps to minimize the costs once the temporary
duty was officially curtailed or interrupted.

When the agency makes a determination in favor of the employee, the
prepaid lodging costs may be reimbursed by dividing the total cost for
the rental period paid by the number of days of actual occupancy to
determine the dailylodging costs and adding the amount authorized for
M&IE. The total cannot exceed the per diem rate on the travel
authorization.

If the authorized per diem rate is insufficient for the days occupied, the
daily lodging cost calculated above plus the amount authorized for
M&IE may be reimbursed on an actual expense basis not to exceed
appropriate maximum daily rates determined as provided in
Section 6.2 of this part. Any excess amount of the refunded lodging cost
may be paid as a miscellaneous travel expense incident to the travel
assignment, if otherwise proper. However, the NRC will not allow
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reimbursement for deposits forfeited for damages to lodging
accommodations.

If the travel assignment was interrupted for official purposes (e.g.,
when the employee is directed to perform TDY at another location),
any allowable subsistence expenses incurred during the interruption
may be reimbursed. These expenses will be reimbursed separately
from those reimbursements outlined above, if they are otherwise
proper and in conformance with the provisions of this part (also see
Section 8.11.2 of this handbook).

6.1.3.2  Cancellation of Travel Assignment

When a travel assignment is cancelled and a traveler has already
incurred lodging expenses (including a rental deposit), the expenses
will be reimbursed as miscellaneous travel expenses if the NRC
determines the employee acted reasonably and prudently in incurring
the costs.

6.1.4 Interruption of Per Diem Entitlement (41 CFR 301-7.15)

6.1.4.1 Leave and Nonworkdays

If an employee takes a leave of absence for more than one-half of the
prescribed daily working hours, other than for emergency travel (see
Section 8.6 of this handbook), no per diem will be allowed for that day.

Federal holidays, weekends, or other scheduled nonworkdays are
considered nonworkdays. An employee is in a per diem status on
nonworkdays unless:

e The employee returns to the official duty station or home.

e The employee takes more than one-half day of leave immediately
before and after the nonworkday.

Per diem will not be paid for more than two nonworkdays when leave is
taken for all the working hours between the nonworkdays.

6.1.4.2 Return Trips Home

e Cost Savings

The NRC may authorize en route per diem and transportation
expenses to an employee to return home for nonworkdays if there is

68
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a significant cost savings. Travel time will be scheduled within the
employee’s duty hours to the extent practicable. The cost of lost
© productivity attributable to the duty hours involved in traveling to
and from the employee’s residence for nonworkdays will be
considered in determining the cost savings (41 CFR
'301-7.15(b)(2)). '

o Iixcident to Extended Temporary Duty

NRC employees who are required to routinely perform extended
TDY (more than 30 days) may be authorized to return to their
official duty stations or homes for nonworkdays based on an
average of once every 3 weeks during the temporary duty

. assignment (41 CFR 301-7.15(b)(3)). However, return travel for
nonworkdays "authorized under these conditions constitutes an
exception to 5 U.S.C. 6101(b)(2) and should be performed outside
the employee’s regularly scheduled duty hours or during periods of
authorized leave (41 CFR 301-7.15(b)(3)(ii)).

° Voluntéiry Return Home -

If the traveler voluntarily travels home (i.e., the trip is not
authorized as cost advantageous to the Government or is not an
. authorized return trip home incident to extended TDY), then
reimbursement is limited to what the traveler would have received
if he or she remained at the TDY location (41 CFR 301-7.15(b)(4)).

6.1.4.3 Indirect Route or Interrupted Travel

"If there is an interruption of travel or deviation from the direct route
because of an employee’s personal preference, convenience, or

_ through the taking of leave, the per diem allowed will not exceed that
-which would have been allowed on uninterrupted travel by a direct or
usually traveled route (except as provided in Section 8.6 of this
‘handbook for certain- emergency travel situations (41 CFR
301-7.15(c)). - .. ‘ : -

6.2  Subsistence Expénses ExceedingiPe'r Diem Rates (41 CFR 301-8.2)

. - The NRC may approve reimbursement for the actual and necessary
subsistence expenses of official travel up to 300 percent of the
maximum per diem rate when, due to special or unusual circumstances,
the lodging costs absorb all or nearly all of the per diem allowance.
"However, if the excess amount is less than $2, increases will not be
approved. These circumstances may include: '

Approved: January 28, 1998
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Attendance at a meeting, conference, or training session away from
the official duty station where lodging and meals must be procured
at a prearranged place (such as the hotel where the meeting,
conference, or training session is being held) and the lodging costs
incurred, because of these prearranged accommodations, absorb
all or practically all of the applicable maximum per diem allowance.

The travel is to an area where the applicable maximum per diem
allowance is generally adequate but subsistence -costs have
escalated for short periods of time because of specnal functions or
events.

For the reasons described. . above, affordable lodging
accommodations are not available or cannot be obtained within a
reasonable commutlng distance of the employee’s TDY point and
transportation costs to commute to and from a less expensive
lodging fac111ty would consume most or all of the savings achxeved
from occupying that facility.

The employee, because of special duties of the assignment, must
procure superior or extraordinary accommodations such as a suite
or other quarters for which the charge is well above that which he or
she would normally pay for accommodations.

The employee necessarily incurs unusually high expenses incident
to his or her assignment to accompany another employee in a
situation described above.

6.2.1 Actual Subsistence Maximum Daily Rate Limitations

The maximum actual daily subsistence reimbursements for all travel
are given below:

. M&IE Reimbursement Limit 'Lodging Reimbursement Limit
. 100 percent of the applicable 300 percent* of per diem for the
M&IE rate without receipts; or temporary duty location minus
~ not to exceed 300 percent* of the applicable M&IE rate.
the applicable M&IE rate when '

supported by receipts.

*Effective May 1, 1997

When the daily expenses are 1temlzed and they are less than the
maximum authorized, they will be reimbursed on the basis of actual
costs incurred.

6—-10
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It is the employee’s responsibility to request approval for actual
subsistence expense reimbursement when conditions appear to
warrant reimbursement. The per-night cost of the lodging
establishment, including applicable taxes, must be stated on NRC
- Form 279. Normally, travel on an actual expense basis should be
authorized in advance and the daily maximum rate approved by the
authorizing official will be stated in the travel authorization.

If an NRC purchase order is used for lodging, the agency will not
authorize actual subsistence in excess of the lodging-plus rates
discussed above.

“The . NRC may approve relmbursement for actual and necessary
subsistence expenses after travel is completed, depending on the
circumstances.

The actual expense reimbursement method iequires that subsistence
expenses be itemized on the travel voucher as follows:

s - Actual lodging costs, supported by a receipt.

e When actual M&IE is authorized, each meal and incidental
__expense must be itemized on a daily basis. Arecelptlsreqmredfor
any individual expense over $75 -

e Ifactual lodglng expense is authonzed but actual M&IE is not, the
employee will be reimbursed the applicable M&IE rate and does
not need to itemize meals and incidental expenses.

6.2.2 Mixed Travel (Per Diem and Actual Subsistence Expense) Reimbursement

Only one method of reimbursement will be used per day, even if
' circumstances result-in commingling ‘of the per diem and actual
expense methods during travel.

6.23 Interruption of Subsistence Entltlement

The provisions of this part apphcable to 1nterrupt10ns of per diem
enntlement also wﬂl apply to travel on an actual subsistence basis.

6 3 M1scellaneous Expenses
63.1 Telephone Calls

Certain telephone calls made while on travel are reimbursable, either
- fully or up to a specified maximum amount. Travelers should use FTS

Approved: January 28, 1998 '
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whenever possible, and frequent travelers should obtain FTS 2000
calling cards. Calls to reserve lodgings are covered in the incidental
expense portion of per diem (see Section 6.1).

The following official business calls are fully reimbursable:

e calls for reserving transportation associated with official travel

e calls to notify family of a schedule change resulting from official
business '

Brief calls home are allowed when traveling for two nights or more.
When traveling within the CONUS, employees may make an average
of one call per day, not to exceed $4 per call. When traveling outside the
CONUS, employees may make one call per 7-night period, not to
exceed $20 per call.

Local calls that were made to conduct official Government business
should be summarized and claimed for the voucher period. When the
cost exceeds $75, the calls must be itemized. W,

Long-distance calls made without using FTS must be claimed on the
travel voucher. The voucher should show the points of service, date,
and amount paid for each call. When the publicinterest so requires, the
points of service may be stated in confidence to the official who
approved the travel (41 CFR 301-6.5).

63.2 Baggage (41 CFR 301-5)
| The followihg are allowed expenses related to baggage:
e charges for checking baggage

e transfer charges

e storage charges, when shown on peértinent voucher that such
storage is solely on account of official business

e excess baggage charges, but ohly when authorized on NRC
Form 279

e charges or tips at transportation terminals for handling
Government property carried by the traveler "/

Approved: January 28, 1998
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633 Fees Relating to Travel Outside the' Continental United =States (41 CFR301-

9.1(d)(1)-(4))

The following items are alfowed:

commissions for conversion of currency in foreign countries

charges covering exchange .fees for cashing U.S. Government
checks or drafts issued in reimbursement of expenses incurred for

" travel in foreign countries

the cost of trip instrance when a rental vehicle is used for official
travel in foreign areas - ’

fees in connection with the issuance of passports and visas; costs of
photographs for passports and visas, certificates of birth, health and

“identity, and of affidavits; and charges for inoculations that cannot

be obtained through a Federal dispensary

63.4 Other Allowable Miscellaneous Expenses (41 CFR 301-9.1 and 9.3)

" Miscellaneous _e;;ijbnses and other expenses that are properly
explained and approved may be allowed.

The following miscellaneous expenses are allowed:

necessary stenographic or typewriting seryices

rental of typewriting machines in connection with the preparation -
of reports or correspondence

clerical assistance

services of guxdes or inté;ﬁfcters -
services of packers’

driving services

storage of property used on official business

Neither payment nor reimbursement will be allowed under any
agreement made by the traveler with an officer or employee of the
Government for personal services.

Approved: January 28, 1998
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6.3.4.1 Rental of a Hotel Room to Conduct Official Business

The costs will be allowed, if authorized, when it is necessary to conduct
official business at a hotel or other facility where a room must be
rented.

6.3.4.2  Registration Fees

The traveler may get authorization for registration fees required for
attendance at professional society meetings, conferences, symposia,

- etc., whether held locally or at distant locations, on NRC Form 279 only
if attendance is not considered a developmental or training activity. For .
conferences authorized on NRC Form 279, the attendee should assume
the responsibility for preregistering, if required, and paying the
registration fee. Funds to cover the registration fee and related travel, if
applicable, should be included in the travel advance request section of
NRC Form 279.

Developmental or training assignments must be approved on NRC
Form 368, “Training Request and Authorization.” Refer to
Management Directive 10.77, “Employee Development and
Training,” for further information.

The cost of meals provided at meetings held outside of the traveler’s
duty station will require an appropriate deduction to the per diem
claimed. The amounts to be deducted from per diem are shown in
Section 6.1.2.3 of this part.

6.3.43  Travelers Checks, Money Orders, and Certified Checks

The NRC may allow reimbursemeént for the cost of traveler’s checks,
money orders, or certified checks purchased in connection with official
travel. The amount of the checks or money orders may not exceed the
amount of funds necessary to cover the estimated reimbursable
expenses. '

Approved: January 28, 1998
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7.1 General

Part 7 | COmpletidn of Travel

After each trip, the traveler must file travel reimbursement vouchers

" " and trip reports. In addition, the traveler must file certain receipts with

the forms (see Exhibit 7.1 of this part). To facilitate the filing of these
forms and reports, the traveler should keep an itinerary, noting the
times at which official travel begins and ends at each location and the
expenses incurred at that location. Travel expenses that will be
reimbursed are confined to those expenses essential to the transaction

of official business.

All claims must be accurate and supported by receipts where required.
If fraudulent claims are found, the NRC will not reimburse the traveler
(41 CFR 301-11.1,28 U.S.C. 2514). A traveler who knowingly presents

" afalse, fictitious, or fraudulent claim against the United States may be

subject to criminal prosecution (18"U.S.C. 287 and 1001).

7.2  Submission of Travel Reimbursement Forms . ..

- Submit: travel vouchers -and a1~1y‘ advance remittances to - the
‘headquarters or regional travel office within 5 working days after

completing a trip, or every 15 days if in continuous travel status. NRC
can only reimburse claims that are completed properly and received

- within 6 years from the date that the travel first occurred (31 U.S.C.

3702(b)(1)). -

To claim reimbursement for local travel, use Standard Form (SF) 1164
(see Exhibit 2.1 of this handbook). For authorized temporary duty
(TDY) travel, use NRC Forms 64 and 64A, or 64B (Exhibit 7.2 of this
part). These exhibits include line-by-line instructions for completing
the forms. - S ~

Submit separate travel vouchers for each trip authorized or each trip

‘ completed under a blanket travel authorization. Be sure to include the

Approved: J anuary 28, 1998
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purpose of travel on the voucher submitted for each trip performed
under a blanket travel authorization. When traveling for more than 30
consecutive days, interim vouchers should be submitted.

Occasionally, a second voucher (reclaim voucher) may need to be
submitted for items that were omitted, suspended, or disallowed from
the original voucher but are found to be reimbursable with additional
information or for expenses incurred by the traveler pending
adjustments with carriers. An adjustment for lost tickets is an example.
Travelers should submit a copy of the original voucher along with the
reclaim voucher.

When the, traveler incurs no expenses for a trip, submit a “no claim”
voucher showing the dates of travel and points visited with the word
“None” in “‘Amount Claimed.” If a common carrier transportation
ticket was used, it should be noted on the front of the voucher.

7.3 Payment of Vouchers

Travel reimbursement vouchers will be examined at the appropriate

. headquarters or regional travel office and reimbursed by either a

third-party check or U.S. Treasury check.

e Net claims of $10,000 or less will be paid by third-party check.
e Net claims over $10,000 will be paid by U.S. Treasury check.

Headquarters travelers should mail their approved travel vouchers to
the Travel Services Section, Office of the Chief Financial Officer.
However, headquarters travelers may hand-carry an approved travel
voucher to the designated voucher examiner and obtain immediate
payment by a third-party check for net amounts of $10,000 or less. This
walkup service is available for local or routine TDY travel vouchers,
but not for reclaim, cost comparative, foreign, or change-of-station
travel vouchers. Payment for all other vouchers will be mailed to the
traveler.

Travelers located in the regions should submit travel vouchers in
accordance with each region’s travel office procedures.

7.4 Preparing the Travel Voucher

Travelers should refer to Exhibit 7.2 of this part for line-by-line
instructions on completing a TDY travel voucher.

Approved: January 28, 1998
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7.5 Travel of Witnesses Under Subpoena

Claims for witness attendance fees, travel, and miscellaneous expenses
are discussed in Section. 8.16 of this handbook. Reimbursements are
claimed on SF 1157 (also see Exhibit 7.3 of this part).

7.6  Foreign Travel Trip Reports

The traveler must file a trip report after completing a foreign trip,
noting matters and information that in his or her judgment may have
technical or administrative significance to the agency.

7.6.1 Content of Trip Reports

" Details of social events, political observations, or sociological and
economic observations should be held to a minimum in the trip report
and reported only whén the traveler believes they are important. The
traveler should consider including the information discussed below ina

. trip report.

7.6.1.1  Conference Meetings
The traveler should—

e summarize the conference work, meetings, or symposia attended,
emphasizing conclusions, decisions, or the recommendations made

"o briefly appraise the work of conferences from a scientific
standpoint and from the standpoint of NRC interest, including any
significant position taken or technical and scientific developments
reported by participants from other countries

. o - recommend whether or not NRC should participate in any future
. .meetings on the same or related subjects

e provide impressions and observations of significant or interesting
.occurrences - . . -

7.6.1.2  Visits to Laboratories

_ The traveler should btiefly discuss the visit and any significant facts
learned or other interesting aspects of the visit. He or she should
include an itinerary of the trip'and the names of persons with whom
discussions were held. The traveler should comment on his or her field
of interest at the laboratory.” : :
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7.6.1.3 Other Visits

The traveler should give his or her opinion of how successfully
objectives of visits were fulfilled and include an account of significant
discussions and events. He or she should include an itinerary of the trip
and the names of persons with whom discussions were held. The
traveler should comment on his or her field of interest in the countries
visited and briefly describe any other significant or interesting events.

7.6.2 Submission and Distribution of Trip Reports

Office directors or regional administrators will retain the overall
responsibility for ensuring that trip reports are submitted to them as
soon as possible (generally not later than 30 days after completion of
travel). Distribution should include at a minimum—

e Chairman or a Member of the Executive Council, as appropriate
e Office of International Programs
e Division of Facilities and Security, Office of Administration

e interested program office or division

7.6.3 Protection of Information

NRC recognizes that there may be classified and/or highly specialized
trip reports for which special distribution patterns will be determined
- by the approving authority.

Trip reports will be classified as follows, on the basis of their contents:

e If a report does not contain classified information but includes
political or administratively sensitive items, it will be marked
“Official Use Only.”

e Ifthe report contains information obtained from a foreign source in
confidence, it will be marked and protected either as “Proprietary
Information” or classified as “Confidential, National Security
Information” (see Management Directives 12.2, “NRC Classified
Information Security Program,” and 12.6, “NRC Sensitive
Unclassified Information Security Program,” respectively).

e Ifno classified or sensitive information is included, the report will
be unclassified.

Approved: January 28, 1998
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Exhibit 7.1
Receipt Requirements

Lodging Expenses

o Receipts are required for all lodgings for which reimbursement is claimed.

—  Ifa traveler shares a room with another Government employee, he or she can claim
one-half the double. occupancy rate. The other employee and employing agency
should be identified on the voucher.

—  Tfatraveler shares aroom with a person who is not a Government employee, he or she
may claim the single occupancy rate. There is no need to identify a non-Government
employee on the voucher.

e No receipts are necessary for fees or service charges incurred during stays in Government
quarters. A statement will be accepted. -

e Whenever possibje, travelers should obtain copies of lost or destroyed receipts from the
lodging establishment. If obtaining these receipts is impractical, a statement explaining the
circumstances shall be furnished with the travel voucher. This statement should include—

— name and address of the facility
— _dates the lodging was used

— cost incurred

Airplane and Train Tickets

Expenses Over $75

o Receiptsare required forallowable cash expenditures in amounts in excess of $75, plus any
applicable tax. } : ' i ' :

e When receipts are not a;aiiablé, the expeﬁdi_tﬁres shall be éxbia{ined on the voucher.
Confidential Expenditure —

When the traveler’s duties are of a confidential nature, the approving official may waive the
requirements for receipts. - e ' = . o '
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Exhibit 7.2
NRC Form 64, “Travel Voucher (Part 1)”
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Exhibit 7.2 (continued)

Instructions for Completing NRC Form 64, Travel Voucher (Part 1)

Type or handwrite the information reqiﬁred on this form using the instructions below. Ensure
that all copies are legible. The traveler must initial any erasures and alterations intotalsonthe
travel voucher. An electronic version of this form is also available in “InForms.”

10

11

" Authorization Number. Enter the authorization number from NRC Form 279,

“Qfficial Travel Authorization,” Item No. 3.

~ Social Security No. Provide the traveler’s Social Security number.

Name. Provide traveler’s name using the surname, first name, and middle initial.

Office Telephone. Indicate the traveler’s office telephone number.

Reclaim Voucher. Place an “X” in the éppfopriate block.

Voucher Status. Applies to vouchers submitted against “Blanket” or “Change of
Station” authorizations only. If more than one voucher will be submitted, place an “X”
in the “Partial” box. Place an “X” inthe “Final” box when the lastvoucher issubmitted.

Mailing Address. Insert the addres's‘v_irhcre'féimbursemeht is to be sent. If office
address is used, indicate mail stop.’ : '

Travel Period (s) Insert at “A’."’ the date that travel started (MM/DD/YY ) andinsert at
“B.” the date that travel ended (MM/DD/YY). .

Official Duty Station. Indicate the place of the traveler’s designated headquarters or
official station. Enter “Consultant” for consultant travel or “Invitational” for
invitational travel. N

Residence. Enter city and state of residence from which employee commutes to work if
different from the address shown in Item 7.

Type of Travel. Enter the type of travel performed, for example, Continental United
States (CONUS/Domestic), nonforeign outside CONUS (includes the States of-
Alaska and Hawaii, the Commonwealths of Puerto Rico and the Northern Mariana
Islands, and the territories and possessions of the United States), foreign, or change of
station (COS). - ‘ ‘

Approved: January 28, 1993
Revised: 12/29/00 7-7
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12

13

14

15

Exhibit 7.2 (continued)

Method of'Payment. Enter the method of payment for reimbursement of travel
expenses (e.g., check, cash [not to exceed $100]).

Airline Accommodations. Check all classes of service that were authorized for the
travel.

Leave Taken. If travel is interrupted, specify annual, sick, or other type of leave taken
during the period of travel.

Comparative Travel. Place an “X” if actual travel is a result of personal preference
rather than what s offi icially authorized. To determine whether travel was beneficial to
the Government, specific details of travel must be reconstructed on Part 2 (i.e., details
must compare actual travel with travel that was offi icially authorized).

16—19 Leave blank unless traveler purchased tickets using a Government-issued charge card

20

21

22

23

24

25
26
27

or cash (under $100 or emergencies only) as determined by the agency (receipt or
other documentation required).

Expenses Claimed. Enter the appropriate amounts from NRC Form 64A or NRC
Form 64B. ,

Traveler’s Certlficatlon The General Serv1ces Admlmstratlon (GSA) audits tickets
purchased with cash. This certification permlts the Government to recover any excess
charges by carriers. Initial the certification if applicable. .

Read Carefully. Mark the appropriate boxes and follow the instructions provided.

Travel Advance. Traveler must provide the amount of advance received. Voucher
Examiner will complete the remaining portions of Item 23.

Signature—Traveler. Traveler must sign and date in ink. The voucher shall not be
signed by anyone for the traveler.

Signature—Approving Official. Approving official must sign and date in ink.
Examiner’s Adjustments. Leave Blank.

Traveler Dengnation. The traveler shall designate the person to whom cash payment
shall be made and sign and date the designation.

28—~30 Leave Blank.

7-8
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Exhibit 7.2 (continued)
NRC Form 64A, “Travel Voucher (Part 2)”

- - : g PAGE . OF

NRC FORM S4A _ U. S. NUCLEAR REGULATORY COMMISSION
2001 TRAVEL VOUCHER (PART 2) :
NRCMD ';‘v "o12 SCHEDULE OF EXPENSES AND AMOUNT CLAIMED
| Appooved by NARS 1081 FOLLOW INSTRUCTIONS ON REVERSE OF FORM SET
- DATE AmDOYY) Teee
- aM
g
DATE T
WLEAGE AMOUNT
. 49 NATURE OF QPENSE - N :u CLAIMED

Voo
R

SLE REVERSE OF PAVER COPY
FOR PRIVACY ACT STATEMENT GRAND TOTAL (Amount to be shown in tem 20.0, Part 1)
NARC FORM 044 [1283) - ' I <. S -

. " ORIGINAL

Approved: January 28, 1998 -
Revised: 12/29/00 7-9
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Exhibit 7.2 (continued)

Instructions for Completing NRC Form 64A —Travel Voucher (Part 2)

This form is an attachment to NRC Form 64 (Part 1). Type or handwrite this form using the
instructions below. Ensure all coples are legible. An electronic version of this form is also
available in “InForms.”

A. Page Number. Enter page number, startmg with Page “1.” If additional pages of this
form are requxred enter Page “2,7“3,” etc. as appropnate on each succeeding page.

B. Authorization Number. Enter the authorization number and the traveler’s name for
which the voucher applies. Also, enter the traveler’s departure date.

C. Itemization.

L

)

General. Show the details of the expenses actually incurred. Official local
telephone calls; parking meter fees; and local streetcar, bus, and subway charges
may be summarized for the trip. The summarized amounts must be itemized if the
total for each summarized item exceeds $75.

Chronological Order. Itemize expenses incurred in chronological order.

Leave of Absence. When leave of any kind is taken, show the exact hour of
departure from and return to duty status, along with the total amount of leave
used.

ATM Transaction Fees and Bank Surcharges. These fees may be claimed aslong
as the total advance amount withdrawn did not exceed the amount of the
authorized travel advance. Fees that are unknown at the time the original voucher
is prepared may subsequently be claimed on a travel voucher or local travel
voucher. (When a trip is cancelled and the advance was obtained within three
business days of the scheduled departure date, claim the ATM transaction fee on
SF 1164. [See Exhibit 2.1]).

D. Transpdrtation.

L

2.

Departure and arrival. Indicate the actual departure date from home or office,
and the mode of transportation used, e.g., POV, limousine, taxi, etc.

Common Carrier. Indicate location (cit);/State) of departure terminal and arrival
terminal and method of transportation used.

7-10
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1.

1.
2.
_ 3,

Exhibit 7.2 (continued)

Mileage. Insert mileage rate authorized. List number of miles between various
points for which mileage will be claimed. Indicate amount claimed for mileage.
This may be done by showing the amount involved (number of miles times rate
per mile) between different points.

Rental Vehicles and Other Special Means of 'hansportaﬁon, Show dates and
points of travel, kinds of transportation used, and the amount claimed.

Cash payment for common carrier fare. If common carrier was'pr_ocured fromthe
traveler’s personal funds, show amount spent,. including any Federal
transportation tax, mode, and class of transportation used.

Per Diem/Actual Subsistence.

Per Diem. Show the actual lodging cost and meals and ‘incidental expenses
(M&IE) rate for each day for which per diem is claimed. (See NRCMD 14.1,
Part 6). The total may not exceed .the authorized per diem rate. Also see
Section 6.1.2.3 of Part. 6 for the amounts to be deducted for each meal and/or
lodging that is provided by the Govérnment at no cost to the traveler.

~ Actual Subsistence. Show .the actual lodging cost. Itemize daily expenses for
" breakfast, lunch, dinner, tips, etc.'when the actual subsistence authority provides

for higher costs for these items. (Se¢ NRCMD 14.1, Part 6.2.1). The total may not

. exceed the authorized actual subsistence rate.

' Maximum Rate. Only one maximum fate is applicable to a calendar day or

fraction thereof.

~ Explanations Réq}lii;‘é.(lif B

Cash purchase of transportation tickets.

Taking of any kind of leave.

 Interruption of travel for emergency or personal reasons.

Indirect travel for personal reasons.
Delays at places other than duty posts.

Mileage claimed is greater than mileage of a usually traveled route.

Approved: January 28, 1998
Revised: 12/29/00 . 7-11-



Volume 14, Travel
Official Temporary Duty Travel
Handbook 14.1 Part 7

7.

Exhibit 7.2 (continued)

Use of a rental vehicle or other special means of transportation when it was not
authorized on NRC Form 279, “Official Travel Authorization.”

G. Foreign Travel.

1. Itemize expenditures in the currency of the country in which the expendltures
were made.

2. Convert total foreign expenditures into U.S. dollars at rate or rates at which the
foreign currency was obtained.

3. Show rates of conversions and commissions charged.

H. Attachments. (Staple to left side of Original Copy of Page 1of this form.)

1. Passenger coupon copy of tickets that were used. (Unused tickets or portions of
unused tickets should be attached to the front of NRC Form 64 if they have not
been returned previously to the headquarters or region travel office). Do not
attach boarding passes or ticket folders.

2. Receipts are required for all lodgings. They are also required for itemized cash
expenses over $75 as specified in NRCMD 14.1, Exhibit 7.1.

3. A foreign flag certification (see NRCMD 14.1, Exhibit 4.4) which provides the
justification for a traveler’s use of a foreign flag air carrier for any part of foreign
travel.

L Erasures and Alterations. Traveler must initial alterations in totals. Erasures and
alterations in totals on receipts must be initialed by the person who signed receipt. To
correct errors on vouchers, draw a line through the error and initial the correction. Do
not erase.

J. Comparative Cost Statements. Comparative Cost Statements should be prepared to
reflect costs that would have been incurred had the travel been accomplished by the
most expeditious means. An example of a cost comparison statement is shown in
NRCMD 14.1, Exhibit 7.4.

. Approved: January 28, 1998
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Exhibit 7.2 (continued)
NRC Form 64B, “Optional Travel Voucher (Part 2)”

— .

‘FNRC FORM 648 - .5, NUCLEAR REGULATORY COMMEISION JAUTHOMZATION

4 Jranen
oo ; OP‘I’IONAL TRAVEL VOUCHER (PART 2) 1 . | PACE s O g
. EXPENSE REPORT POV MLEAOE RATE
mm“mumuuummm FOLLOW INSTRIX moumeormuw - CENTIASLE
uasmmmm o ] mnon lm‘r: ln-: AN
A LOCALWAW TO COMMON GAM'I'ERMINA.L
DATE WOooe POV MLEADE WHERE USED COST OF TRP
$ .
T A TOTAL
— b s |
B. (TINERARY
OEPARTURE DATE - .
N OOYY)
CITYISTATE
™ Jam am. AM . A An ¥ ACCITONAL SPACE
(SFECFVAM ORPM) (2 [ o ... .. ey
ARFIVAL DATE . °°“" noum
(MOOYY)
CITYSTATE
e - - AM am AM. AM, Am
" § (SPECEY AM OR P.M) t P P i P.M. P.M. . P
C. MILEAGE — P.O.V. -
NMUMBER OF MLES LT
T C. TOTAL
- ) s i s | _1s } s { s 1
- ‘. D. PER DIEM OR ACTUAL SUBSISTENCE = ] !
ACTUAL LOOGING s s : s s s
MEALS 8 INCIORNTAL s s s s s
e oorau $( 38 b A 38 %3¢ 3
STATE SPECINC
(ARID) OR LODGING
TOTAL DARY PER DIEM i ' .
NTES hd b hd R : D TOTAL
wvumv’mm 'Y s s : s P s l
- £. OTHER EXPENSES (LisQ B
s ] s | s 3 )
s s s | s s —
E TOTAL
s [ s | s s s 1
F. LOCAL TRANSPORTATION AT TEMPORARY DUTY STATION
CAR RENT. H
m.vv:avn.nu b l b I I' E I’ hd
OATE 00E POV MILEAOE WAERE USED COST OF TR
< 1s -
F. TOTAL
L S $ ]
QLMMMWAMW&F&W“FMW”AMWWWWW
DATE 2000 POV MLEAGE WHERE USED COSY OF TRIP
[ S -
G. TOTAL
s 3
TOTAL CLAIM (A-O) «~ TO BE CARRIED FORWARD TO ITEM 20A ON NRC FORM 64. (3
PLANE, TRAN, ws‘pmwmvm-mnzmmwmwn:umoummu $
L OWTO‘TAL—TOBEQA_MFORWWTOHEMIOCWWFORM“ $ -
TMRC FORM 040 (7-80) . . L . . SEE REVERSE OF PAYEE COPY

* " omigmeat ' © ) ' FORPRIVACY ACT ETATEMENT

Approved: January 28, 1998 ,
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Exhibit 7.2 (continued)
Instructions for Completing NRC Form 64B—Optional Travel Voucher (Part 2)

This is an optional form and is an attachment to NRC Form 64, (Part 1), in lieu of NRC
Form 64A andcanbe typed or handwritten using the instructions below. This form should not
be used for foreign travel, when a cost comparative statement is required, or the travel
performed is different from the trip as originally authorized. Ensure all copies are legible.
When this form is prepared, the traveler must initial the change if an alteration is made to the
“Grand Total”. To correct an error, draw a line through the error and initial the correction. An
electronic version of this form is also available in “InForms.”

This “Expense Report” is used as a log to record the traveler’s expenses on a daily basis. It is
designed to allow entry for up to 5 days travel expenses. Use additional forms if your travel
exceeds 5 days.

Note: When travel is performed in one duty location for several consecutive days and -
reimbursement is under the lodgings-plus per diem system, the traveler may record the
first and last days of travel in separate columns (to accommodate the 3/4 M&IE
computations) and consolidate all interim days in one column. "/

Record each expense that applies to that day’s travel. Upon completion of all daily expenses,
-show the cumulative totals for each type of expense in the “Totals” column on the far right of
the form.

A. Local Transportation to Common Carrier Terminal

Complete the appropriate blocks for the transportation that the travelerused togettoa
common carrier terminal and enter the total at “A. Total”.

B. Itinerary

Depart: . Enter date
Enter city and State of the departure location

. Arrive: Enter date
- Enter travel location for each day of travel

C..  Mileage
-_ Use this space only if the traveleris authonzed a privately owned vehicle (POV) for the

entire trip. Enter the number of miles traveled on a dailybasis on the first line. Enter the
authorized mileage rate for reimbursement and the resulting cost on line 2. \/

Approved: January 28, 1998
7-14 : Revised: 12/29/00
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D.

Exhibit 7.2 (continued)

Per Diem or Actual Subsistence
Actual Lodging:
Enter the actual amount paid for lédéing. A receipt is required.
Meals & Incidental Expenses:

Enter the meals and incidental rate (M&IE) for the locality. Use 3/4 of the
applicable M&IE rate for the first and last days of travel under lodgings plus per
diem system.

Less Prepaid Meals/Lodging:

Enter amounts to be ‘deducted for meals/lodgmg that were  included in
registration fees, tuition, furnished to the traveler at no cost, etc.

State Specific Prepard Meals (Breakfast, Lunch, Dmner) or Lodging:

Identify each item, and the quantity of each, that is calculated in the deduction
amount. :

Total Daily Per Diem NTE:

Use this block if; perdiem reimbursement was authorized. Enter the total of the
lodging and M&IE up to the authonzed per dlem for each day

Total Daily Actual Subsistence NTE: o

Use this block if actual ‘subsistence ‘was authorized for lodgings plus the
applicable locality rate for M&IE. Enter the total of the lodging and M&IE up to
the authorized actual subsistence amount. (If the actual subsistence
authorization included actual meals and incidental expenses, use NRC
Form 64A to claim travel expenses or itemize the meals and incidental expenses
such as dry cleaning, coin-operated laundries, baggage handlers, etc. in “Other

Expenses™.)

If the “Other Expenses” column is used for this purpose, be sure to include the
total at Item D. instead of Item E.

App

roved: January 28, 1998
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E.

Exhibit 7.2 (continued)

Other Expenses

Use this space to list ATM transaction fees and bank surcharges, communication
services, baggage, supplies, and other authorized miscellaneous expenses. Official
local telephone calls may be summarized for the trip unless the total exceeds $75.

Local Transportation at Temporary Duty Station

Enter the amount paid for authorized car rental. Show the amount for the day the caris
turned in. A receiptis not required unless the rental car cost exceeds $75. Complete the
appropriate blocks when transportation was by other than car rental. Local streetcar,
bus, and subway charges; and parking meter fees may be summarized for the trip unless
the total for each summarized item exceeds $75.

Local Return Transportation to Home or Official Duty Station From Common
Carrier Terminal

Complete the appropriate blocks for the transportation the traveler used to return to
the office or residence from a common carrier terminal. If costs for parking were
incurred, include in this space.

Complete remaining “TOTALS” as noted on the form.

H.

Attachments

1. Passenger coupon copy of tickets that were used. (Unused tickets or portions of
unused tickets should be attached to the front of NRC 64 if they have not
previously been returned to the headquarters or region travel office). Do not
attach boarding passes or ticket folders.

2. Receipts for all lodgings. Receipts are also required for itemized cash expenses
over $75 as specified in NRCMD 14.1, Exhibit 7.1.

7-16
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Exhibit 7.3

Standard Form 1157, “Claims for Witness Fees, Travel, and

Miscellaneous Expense”

Basnderd Farwe 1187 (Row. 4-809
-t e

LI, o

CLAIMS FOR WITNESS ATTENDANCE FEES, TRAVEL, AND i T Sy i
MISCELLANEOUS EXPENSES .

PART —ATTENDANCE CERTIFICATION

1. Censret intevermaten

7. Mot (=~ by

B Use thes spoce to Rernine yomr

resw ftarre 4, Port 19

tor ait

-, MNome
B Witheas Address o. Case -
b2 U T . e orl
Cry Zp
e US. Chizen:Yoa( ) Mo ( ) Aten:tLagai { ) Iuegat( ) e
2. Trovel and Attenderss Infarmmetion
a. Detes of Troved From %o Case L . From Yo . .
. Cates of Trevel From Case Location te Residence: From Yo
€. Dutes ot Attenderce: From .. Yo -
a Cartification
lmmmchmwmmhm‘aﬂaunnu and js for and travel.
" the pr bedore where more than lour witnesses were Calted, m'mm-to.umnnmqm-w-amamu
of the U.8. were frat
[ —~rr) Tdiob i anied =
PART II—WITNESS CLAIM FOR FEES AND ALLOWANCES .
Rate MNo. of Days Amount Clalsveed Totels
1, Attendence Fews
a. Fact, L. & On —— o - 3
TOta ATVondencs FOUS. , .o .toerc-serescsnsresstacsvssssnoa .‘
= s ¥ .
ciey (vpiane) ikl Y Swmed (aute) Rate Mo of Mies Amount Claimed
a. From toCase L Cond Ratwrn) - . -~ — ]
b. From MHaotel/Mote! 10 Court (or Court 4o Motel/Motel) )
Totel Mloege ANGWBRC® . o.cootsrrers sesrseeticns Laessne z
3. Bubuistence Per Diem ROtS: e &r HROA Rate.
(HRGA: High Rate Geologices Ares) Rate 80, of Duys Amount Claimed
®. Maals — .
b. Lodging —_——— —_—
Total SubMIStInoR AMOWBNER . . L a.ocssirror tratstinacaronese ] —
4. Miscailanacus Alowences (See ftem B Below)
Amount Clalrwd
a. Common Carvier . . L 4
b. Parking Fees. Telis. Ton Fares .
Total $eceNaneOuws ANCWERCES . . .. cc-rcscevecco-ssccosse- s
B. Totat Amount Clobmed (10ems Z—4. PO/ M) . o ccerersaasiorterssensas 3
6. Loss OUATIInding Chack or Canl AVBACEE . ... ..vr coorrrennes -+ - 3
k3

onprewnses sbove.
Correr and pariung mwmum.mnm- n excess of $15%5.00.

Pord by Clvech Mo

Paid by Cash %

(Signainre of Movew)

(Date)

1 cortify that the abave data je correct and that

Waneoss Cartificatian

(did not) -

q 10 pay lur my OfMices! lv.v-l

Sawaiwre}

poyrment has Rot been received, and that et the time of travel and attendance § (was) (wes not) a U.S,
Covernmmnment enmployess and § (\--) (weos M) 8 citizen of the United States. (If ROt & citizen. present your Allen Regtetration Recerd with this Sorm.) § (du) .

()

PART HI—RESERVED FOR FINANCE OFFICE

- Net o by (From ftom 7, Pact 11) )
b. Due te Ary (nplalry - o —— - —
< for P 3
d. By . Tt Dare

2. Duta
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Travel

Exhibit 7.4

Example of Cost Comparative Voucher

PAGE OF
NRC FORM 84A U, S, NUCLEAR REGULATORY COMMISSION }
240 _ TRAVEL VOUCHER (PART2) =
O e 1on2 SCHEDULE OF EXPENSES AND AMOUNT CLAIMED
m‘e o by NARS 1089 FOLLOW INSTRUCTIONS ON REVERSE OF FORM SET
NAME AUTHORQATION NO, DEPART FROM OPPICE
OATE MMeOLYYY) TIE
AN,
— P
DATE AVTHORIIPD MNSER
LEACE AMOUNT
P NATURE OF EXPENSE . -l CLAIMED
ACTUAL COST
471 Lv. Residence — POA 1:00 PM 82.15 265
Ar. Newark, NJ 6:00 PM
Tolls S.00
Official business in Newark, NJ
until 2:00 PM on 4/5 (NTE 93742/135)
4/5 Lv. Newark — POA 2:00 PM
Ar. Resgtdence 7:00 PM 82.15
Tolls : 5.00 265
Per Diem:
4/1 Lodging $92.50 + 3/4 of 562 ($31.50) 124.00
4/2~4/4 Lodging $92.50 + $42 x 3 Days 403.50
%275 3/4 of $42 31.50
Total Actual Costs 733.30
COMPARATIVE COSTS
4/1 Lv. Residence for Dulles — Taxi 12:00N £ 20.00
Lv. Washington-Dulles - C0-2434 1:640PM
Ar. Newark, NJ ) 3:18PM
Contract Airfare - CO 80.00
Airport to Lodging — Taxi {RT) 16.00
475 Lv,. Newark —= UA-6451 3:30PM
Ar. Washington-Dulles 43 52PM
Contract Airfare - UA 84,00
Airport to Residence — Taxi Ar. 7:00PM 20.00
Per Diem:
Same As Above 559.00
Total Comparative Costs 779.00
Amount Claimed ~ Actual Expenses as Less Cost to the fov'r, 733.30
47 TI=475 Local Official Business Miles - POA 200 62.00
THIS EXHIBIT 1S AN EXAMPLE OF A COST
COMPARATIVE STATEMENT
o PRV ACY ACT STATEMNT GRAND TOTAL (Amount to be shown in ftem 20.0, Part 1) 795 .30
NRC FORM 84A (12.63) 2

7-18
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Part 8 Special "Ti‘ai’el Situations

8.1 Awards

Certain special travel situations and circumstances related to an NRC
employee on travel and the policy and allowable reimbursements that
applyare addressedbelow.

NRC employees who receive awards recognizing their contributions to
Government or to science may be reimbursed for direct travel
expenses (to and from the ceremony if the ceremony is outside their
official duty station), transportation, per diem, and lodging for
themselves and one other individual from the recipient’s family. The
accompanying individual’s travel must be approved by the appropriate
NRCofficial.

8.2 Conference Planning (41 CFR 301-16)

The NRC will select conference sites that minimize conference
administrative costs and travel costs and time costs of conference

“attendees by authorizing only the minimum number of attendees

necessary to accomplish the NRC’s goals and mission.

NRC sponsorship or-cosponsorship of a-conference that involves

_travel by 30 or more employees must be authorized by office directors

and Tegional administrators. The program office sponsoring the

- conference will.document the cost of these conferences and keep the

information on file for future review by the NRC OIG or other
interested parties. - - - o

Conferences can be held 6n1y in éppfbvéd -places that meet the
requirements of the fire prevention and control guidelines of 15 U.S.C.

. 2225 (41 CFR 301-17). Waivers to this requirement may be granted by

the Director, Division of Facilities and Security (DFS), Office of

- Administration.

Approved: January 28, 1998
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8.3 Consultants and Advisors

All board members (both intermittent and regularly scheduled) are
entitled to travel and transportation expenses when traveling away
from their regular NRC duty stations on official NRC business. Travel
will be authorized, conducted, and reimbursed as described in this
dlrectlve andhandbook (5 U.S.C. 5703).

8.4 Death of Employee 41 CFR 303)

In the event an employee dies while on official travel, the employee’s
supervisor should immediately notify the head of the office concerned,
the Office of Human Resources (HR), and the Office of the Chief
Financial Officer (OCFO). HR and the OCFO will furnish full
instructions.

8.5 Travelers with Disabilities (41 CFR 301-9.2)

An employee who has a disability (see the Glossary to this handbook)
generally covered under the Rehabilitation Act of 1973, as amended,
29 U.S.C. 701 et seq., may request reimbursement for the additional
expenses incurred as a result of that disability. The traveler must
provide a statement signed by a physician as to the disability. This
statement should be written on the physician’s stationery and include:

e a brief. description of the employee’s physical or mental
impairment

¢ thelimitations the employee has asa result of the stated disability

e theanticipated duration of the disability

The physician’s statement must be revised at the conclusion of the
anticipated duration of the disability if additional expenses are to be

‘paid beyond that time. If the disabilityis permanent, the employee only

needs to provide this information once. The physician’s statement
should be reviewed by the appropriate authorizing official. If an
employee has a known or obvious disability (e.g., confined to a

wheelchair, blind, or fitted with permanent prosthetic devices), a

physician’s statementis not required.

NRC Form 279 must state in the remarks section what
accommodations are authorized for an employee with a disability. If
there are additional travel expenses that were not authorized before

Approved: January 28, 1998
Revised: 12/29/00
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‘departure, they must be specifically approved on the NRC Form 64A or
648 when the employee submlts the travel voucher for payment.

‘The followmg expenses are allowable as additional travel expenses

payable to anemployee with a disability: -

‘e - transportation and subsistence expenses that are incurred by a

required attendant accompanying the employee, whether the
attendantisorisnota member ofthe employee simmediate family

e costof specxahzed transportatron for the employee

e cost of specialized services provrded by a commercial carrier
necessary to accommodate the employee sdisability

e costs incurred for baggage ‘handling in connection w1th publlc
transportatlonoratlodg1ngfac111t1es

e costof rentmg and/or transportm ga wheelchalr

e cost of prermum-class accommodatlons when necessary to
accommodate the employee’s disability (The necessity must be
visibly obviousor substantlated in wrltmgby adoctor.)

8 6 Emergency Travel (41 CFR 30- 12)

An emergency is an mcapac1tatmg 1llness or injury or a personal

. emergency (see the Glossary to this handbook). If an emergency

situation occurs the employee must contact the approving official for
instructions. If the official cannot be reached, the employee may be
reimbursed after the travel is performed for expenses incurred while

; attendmg tothe emergency sxtuatlon

When the emergency isthe result of an employee sillness or injury, the
employee must certify on the travel voucher that he or she was totally
incapacitated and could not travel. The certification also must be
51gned by the approving official.

8.6.1 Transporta_tlon ‘and Subslstence Expenses_ '

8.6.1.1 ~ Employee Illness or Injury '

Per diem is generally allowed for a period of 14 days. However, per
" diemisnot allowed under the following cxrcumstances

(

e Travelerisina hospltal and the costs are being reimbursed under
other Federalstatutes (e.g., fromhealthinsurance).

Approved: January 28, 1998
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e Confinementiswithin the proximity of the official duty station.

The traveler will state the type of leave and its duration on the travel
voucher. If the traveler returns home for leave, only transportatlon and
perdiemenroute will be paid.

If the traveler goes to a hospital or treatment facility in another
geographiclocation and returns to the official duty station, the amount
of reimbursement will be the excess cost over the constructive cost of
roundtrip travel from the official duty station to the other geographic
location, including en route per diem. Per diem is not allowed for time
spentatthe other geographiclocation.

8.6.1.2  Personal Emergency Situation

When a personal emergency occurs, transportation and en route per
diem from the point of interruption to the official duty station may be

allowed. However, no expenses will be paid while the traveler is at -

home.

If the emergency situation exists at another geographic location, then
transportation to the other geographic location and en route per diem
may be reimbursed in the amount of the excess cost over the
constructive cost of roundtrip travel from the official duty station to the
other geographic location. Per diem is not allowed for time spent at the
other geographiclocation.

8.6.2 Return to Temporary Duty (TDY) Station

At the end of the traveler’s illness, injury, or personal emergency, the
NRCwill determine if he or she should return to the TDY station. If so,
the travel will be considered a new trip.

8.6.3 Transportation for Emergencies

Travelers should try to obtain contract carrier or other reduced fare
airline tickets in emergency situations. The traveler should use his or
her Government contractor-issued travel charge card to buy
transportation tickets.

: Unused portions of tickets purchased for the official travel should be

used whenever possible for the emergency travel. Otherwise, all
unused tickets should be accounted for as instructed in Section 4.3.4 of
this handbook.

Approved: January 28, 1998
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8.7 Employee Organization RepreSentgtives

Employees may be authorized reimbursement of travel expenses to
attend employee management meetings when serving as employee
organization representatives as provided in Executive Order 10988

and approved by the Comptroller General in Decisions 44 C.G. 617

(1965); 45 C.G. 454°(1966);.and modified by 46 C.G. 21 (1966).
Expenses may be paid for activities such as joint employee

‘management cooperation committees when the activity is primarily in

theinterest of the Government. . .

Travel expenses will not be paid for attending employee organization
- meetings, conferences, and training sessions. Expenses for negotiation
~sessions with management may be paid in accordance with the
~ Collective Bargaining Agreement. The NRC also will not allow
‘overtime compensation. ‘

'NRC Form 279 will be submiited to authorize this travel. The

authorization shall be supported by a certification of primary interest
of the United States and accompanied by a brief explanation of the
basis for certification. Certification shall be in accordance with the
requirementsof46 C.G. 21(1966).

8.8 Extended Temporary Duty Travel (TDY)

8.8.1 Travel Advances

8.8.2 Per Diem

Extended TDY is céntinuoﬁé‘ travél that is exﬁécted to last more than
30 days. Travel should be authorized on NRC Form 279 as a blanket

~ travel authorization (see Section 3.4.1 of thishandbook).

Travel advances will be authorized in accordance with Section 5.2 of
this handbook. The maximum advance that will be authorized is the
estimated out-of-pocket expenses for a 45-day period. Travel advances
will not be deducted until near the end of the trip to maintain the

- traveler’scashflow..

Travel advances should be liquidated and authorized based on the new
location rate if the location of the business changes and a lower per
diemrate is authorized thanwhen the tripbegan.

The per diem allowance includes charges as defined in Section 6.1 of

- this handbook for lodging, meals and miscellaneous expenses.

Approved: January 28, 1998
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Generally, a reduced per diem will be authorized for extended TDY
travel. Two weeks full per diem at the destination rate may be
authorized when a traveler has been unable to secure lodgings before
the start of the trip. The traveler shall notify the authorizing official
once lodgings for the duration of the trip are established so that an
appropriate per diem can be authorized (see Section 6.1.2.1 of this
handbook for allowable lodging expenses).

M&IE allowances will be reduced according to costs at the TDY
location or other known lodging arrangements.

Occasionally, a traveler may need to go on TDY from an extended
official TDY location. When this occurs the long-term lodging should
be retained, when cost effective for the Government. Lodging
expenses for both locations (dual lodging) will be paid as follows:

e For the original TDY assignment location, the unoccupied lodging
will be reimbursed up to the authorized lodging rate for that
location.

e For the second TDY assignment, lodging and subsistence will be
paid up to the authorized per diem or actual subsistence rate for
thatlocation.

The subsistence reimbursement for the day will be based on where the
travelerislocated at midnight.

The travel authorization should be amended to include the additional
location unless the TDY is being paid by another NRC office. When the
additional TDY is to be funded by another NRC office, a separate NRC
Form 279 must be prepared with a cross-reference to the original travel
authorizationnotedin the remarkssection.

8.8.3  Return Travel to the Official Duty Station

8.8.4  Tax Liability

One trip home every 3 weeks during the extended TDY travel may be

authorized at Government expense (see Section 6.1.4.2 of this’
handbook) Local transportation and per diem while at the official duty

station are not allowed.

According to the Internal Revenue Service, Revenue Ruling 93-86,
reimbursements for extended TDY travel that lasts for more than one

8—-6
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year may result in an income tax liability to the traveler. Travelers
should consult with the Director, DAF, OCFO, for guidance.

8.8.5 Traw el Vouchers

Interim travel vouchers should be submitted every 2 weeks and marked
as “Extended Temporary Duty” so that travel advances remain intact
until near the end of the trip.

The NRC office prov1d1ng the funding for the extended TDY travel
must administratively approve the clalm before payment can be made
tothetraveler. .

When additional TDY is performed at another location and authorized
under a separate travel authorization, a copy of the relevant travel
voucher must be attached to the extended TDY travel voucher that
coversthe same penod oftime.

8.9  Funeral Attendance

Office directors and regional administrators may designate one or
more NRC employees to attend the funeral of a fellow employee and
pay their related transportation, lodglng, and per diem for the trip
(70 C.G. 200 (1991)). When travel is requested under this authority, it
will be authorized, conducted ‘and relmbursed through the NRC
Form 279 process.

8.10 International Atomic Energy Agency (IAEA) Reimbursed Travel

The agency may accept payments for services rendered to foreign
governments and international organizations when NRC’s
appropriation leglslatxon provides for it (e.g., for 1997, this authority

“was provided for in Public Law 104-206, September 30, 1996). Under

this authority, the NRC accepts payments from the IAEA for official
travel when they invite an employee to participate in an IAEA mission
and offer to pay any part of the associated travel expenses. When the
IAEA invitation indicates that the host country will provide all or a

} ‘portion of the per dlem NRCwﬂl authonze a reduced perdiemrate.

Authontyto travel requlres—

e an approved and authonzed NRC Form 279 with a copy of the

invitation letter from the JAEA attached (see Exhibit 3.2 for
specificinformationregardingIAEA)

Approved: January 28, 1998

Revised: 12/29/00



Volume 14, Travel

Official Temporary Dutj' Travel
Handbook 14.1 Part 8

e anapproved NRCForm445

8.10.1 Traveler Responsibilities

The traveler must provide the following three items to the IAEA while
in Vienna to obtain reimbursement for the travel costs, either on site or
mailed:

(1) transportation ticket stubs or photocopies

(2) the ticket invoice and itinerary issued by the travel agent from
whom the ticket was purchased

(3) NRC certification of ticket costs

The following address should be used, if the traveler mails this

information. Each submission must clearly state the purpose of the
travel and meeting name together with the IAEA department
sponsoringthe travel.

International Atomic Energy Agency

Department of Administration

Division of Budget and Finance, Operations Section
Wagramerstrasse 5

P.O. Box 100

A-1400 Vienna, Austria

Travelers should photocopy transportation tickets and the ticket
invoice before departing the United States and maintain an extra copy
attheir office in case ofloss.

8.10.2 IAEA Reimbursements to Traveler

The IAEA will provide a reimbursement check made payable to the
U.S. Nuclear Regulatory Commission. Checks will either be presented
to the traveler at the temporary duty location or sent to them by mail.
Travelers must turn in the check to the NRC imprest fund cashier
immediately upon return to the duty station or upon receipt from the
IAEA if the check is mailed. Checks must be marked “IAEA

2
o

Reimbursement - Authorization No.

Approved: January 28, 1998
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8.10.3 Unexpected Host Country Payments for Travel

In some instances, travelers may perform official business in other
‘countries at the request of the IAEA. Travelers may or may not know
up front whether any reimbursements of cash for services or payments
in kind (e.g., lodgings, meals, or transportation) will apply under these
conditions. The following procedures are applicable under these
‘circumstances: B

e If the IAEA invitation does not indicate that the host country will

provide all or a portion of the per diem, travelers shall indicate on

- the reimbursement voucher the meals and lodgings that were
providedbythehostcountry. '

- e If reimbursement is provided by the host country to a traveler in
cash (local currency), travelers should convert the local currency to
U.S. dollars and turn in the dollars to the NRCimprest fund cashier
immediately upon return to the United States. Travelers should
include on the reimbursement voucher the amount they received in
local currency and the U.S. dollar equivalent, on the basis of the
conversion raté that was:applicable when they converted the
money. ' ‘

e If payment in kind is provided for the traveler but the traveler did
not know before departure that this service was being provided, the
traveler should state on the reimbursement voucher what costs
were covered by the host country. Any required reductions will be
made from the reimbursement voucher when submitted for

- payment.
8.11 ‘Im(itational Travel

Private individuals may be invited to travel at NRC expense only when
" . those individuals aré performing a direct service for the Government
(e.g.; making a presentation or advising on matters essential to the
mission of the agency) (5 U.S.C. 5703). When travel is requested under
this authority, it will be authorized, conducted, and reimbursed

‘through the NRCForm 279 process.
8.12 Participation in Professional Organizations”
An NRC employee may be authorized by his or her branch chief, or

- equivalent level management, to attend a meeting of a professional
organization under the circumstances described in Management

Approved: January 28, 1998 .
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Directive (MD) 7.3(B)(2). The NRC can pay travel expenses incurred
or authorize payment of travel expenses from a nonprofit entity that is
tax exempt under Section 501(c)(3) of the Internal Revenue Code
{MD 7.3(D)(2)]. An authorized NRC representative to a professional
organization also may be reimbursed by the NRC for travel expenses
incurred to attend meetings of the organization.

The travel authorization and reimbursement voucher should be
prepared based on the following guidelines:

e Official Travel at NRC Expense

Prepare the travel authorization and voucher as described in Parts 3
and 7 of this handbook. NRC will fund the trip and travel
arrangements can be made through the appropriate Travel
Management Center. Any monies received from the professional
organization or private party must be turned in to DAF, OCFO.
Checks should be endorsed, “Payable to the USNRC.”

o Official Travel at Expense of Outside Organization

Prepare a “no cost” travel authorization and voucher. The employee
will be responsible for making all travel arrangements and will
personally receive reimbursement for the actual travel expenses
incurred. NRCwill not issue tickets, travel advances, or bill the outside
organization for the travel expensesincurred.

8.13 Pre-Employment Interview Travel (41 CFR 301-1, Subpart C)

An individual who is being considered for employment within the NRC
may be reimbursed for pre-employment interview travel expenses. HR
will determine which applicants qualify for reimbursement of these
expenses and communicate the travel rules and procedures to the
interviewee. Under no circumstances will. the NRC authorize this
reimbursement to help defray relocation expenses that are not
allowable for a new appointee as prescribed in MD 14.2, “Relocation
Allowances

When HR determines an 1nterv1ewee is eligible for travel
reimbursements, the interviewee is entitled to reimbursement of the
same travel expenses as other NRC travelers with the following
exceptions:

e use of telephone, facsimile, and computer service other than those
communications directly related to travel arrangements for the
NRCinterview

8-10

Approved: January 28, 1998
Revised: 12/29/00



Volume 14, Travel
Official Temporary Duty Travel
» ~Handbook 14.1 Part 8

e hire ofaroomtoconductbusiness

Interviewees are expected to exercise the same care in incurring

expenses that a prudent person would exercise traveling on personal
business. For NRCreimbursed travel, the following apply:

e NRCwillprepare NRC Form 279

e Common carrier transportation tickets may be provided through
the NRC Travel Management Centers.

e An interviewee will not be issued a travel advance (41 CFR
301-1.204(b)(2)). ‘

Interviewees shall prepare and submit travel vouchers (NRC Forms 64
and 64A or 64B) in the same manner as other NRC travelers with the
assistance of the NRC office requesting the interview.

8.14 Reimbursable Work Agreements

Reimbursable work consists of services the NRC performs for an
outside organization and for which it is entitled to reimbursement. A
reimbursable work agreement may require that the NRC incur travel
costs. Employees should refer to MD 4.2, “Administrative Control of
Funds,” before setting up a reimbursable agreement for the NRC.

Before a reimbursable agreement is issued, the performing office
should submit to the Division of Budget and Analysis (DBA), OCFO, a
request for a financial plan change so that funds can be allocated and a
budget and reporting number can be assigned for this purpose. One
copy of the completed agreement should be sent to DBA, to provide
support for the allocation, and one copy should be sent to DAF, for
assignment of an internal reimbursable agreement number to track the
reimbursable accounting transactions.

' Reimbursable travel must be authorized on NRC Form 279 after the

reimbursable agreement is issued, and the reimbursable agreement
number referenced in the remarks section. If NRC and the other party
to the agreement split the cost of the trip, travelers must provide
separate accounting information on NRC Form 279 to account for the
travel costs appropriately. :

Approved: January 28, 1998
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8.15 Threatened Law Enforcement/Investigative Employees (41 CFR 301-14)

When the NRC determines that an NRC employee needs to be
reassigned due to a threat, the NRCwill pay for:

e transportation to a different geographiclocation

e subsistence for a period of 60 days (Extensions will be evaluated on
a case-by-case basis and after 120 days, permanent relocation
should be considered.)

Payment also is allowed for immediate family members and,
sometimes, both family members and the employee will be paid to live
indifferent temporarylocations.

NRC Form 279 should be prepared and reimbursement claimed on
NRC Forms 64 and 64A or 64B. When documentation might
compromise the security of the individual, the office director should
contact the Director, DAF, for specific guidance.

Travel advances may be authorized in 30-day intervals, not to exceed "
the maximum subsistence reimbursement amounts established above
for the location of the individual’s temporary living accommodations.

Subsistence consists of—
e dailylodgingcosts

e food, laundry, and cleaning of clothes (These will be reimbursed
only under extenuating circumstances.)

The percentage of the maximum allowable subsistence reimbursement
amounts are given below.

e 100 percent of rates for an employee or spouse in a separate
location

e 75percentofratesforaspouse with the employee
e 75percentofratesfor familymembersover12

e 5S0percentofrrates for family members under 12

These amounts are approvedin 30-dayincrements orless. \/

Approved: January 28, 1998
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8.16 Witnesses Under Subpoena

The Energy Reorganization Act of 1974 specifically gives the NRC
authority to subpoena witnesses and pay.them the same fees, mileage,
transportation, and subsistence as are paid to witnesses in any court of
the United States. : ' :

_ Fees, mileage, and subsistence to be paid witnesses who are not
~ employees of the Government are set forth in 28 U.S.C. 1821. Travel

expenses and subsistence to be paid witnesses who are employees of
the Government are covered by 5 U.S.C. 5515, 5537,5751,and 6322.

- ‘Asigned cOp'yvb‘f each subpoena shall be forwarded to the appropriate

NRC office at the time it is issued. The office will prepare NRC
Form 279 for each witness under subpoena.

8.16.1 Allowable Transportation, Subsistence, and Fees

Allowable reimbursed expenses for Government employees in
amounts as described by the Federal Travel Regulation for official
TDY travel are transportation, per diem, and incidental expenses. No
attendance fees are allowed but the employee will not lose salary for
anyreason.

There are many categories of special Government employees. In
general, if the special Government employee is being paid by the
Government, he or she will receive reimbursement as a Government
employee. If they must serve on days when they are not Government
employees, they will be compensated at non-Government employee
entitlements.

Allowable reimbursed expenses for non-Government employees
are—

e common carrier tickets from residence to place of attendance
rather thanmileage

e at the witness’s request, the current privately owned vehicle rate
per mile regardless of the mode of transportation used (see
Exhibit 4.6 of this handbook)

e actual subsistence or per diem for travel of more than 1 calendar
day '

e afee of $40 per calendar day or portion of a day, including travel
day

Approved: January 28, 1998
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For NRC contract employees, allowable reimbursed expenses should
be covered under the contract whenever possible. However, if this is
not feasible, the individual shall receive fees, travel expense, and
subsistence the same asnon-Government employees.

8.16.2 Claiming Reimbursement

Use Standard Form 1157, “Claim for Witness Attendance Fees, Travel
and Miscellaneous Expenses” (see Exhibit 7.3 of this handbook to
claimreimbursement).

Travel advances are not allowed under any circumstances to
non-Government employees.

: Approved: January 28, 1998
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Glossary

Admlmstratwe Approval Refers to procedures and controls established
by the de51gnated official of an office, division, or other organizational
‘ unit to assure that- planned ofﬁcnal travel and the subsequent
reimbursement is approved as bemg in the best interest of the
Government. .

Advisor. A person de51gnated as a member of an advisory committee,
board or similar group to render advisory services. For further detail
see Management Directives 10.6, “Use of Consultants and Experts,”
and 10.12, “Use of Advisory Committee Members.”

Alternate location travel. Travel that is authorized from a location other
than an employee’s official duty stat1on or residence from which an
employee commutes dally

Authorizing official. ;An ofﬁcml who may authorize administratively
approved travel or subsequently approve official travel if not previously
authonzed

Baggage Government property and personal property of the traveler
necessary for official travel.

. Blanket authorization. An:authotization that is-issued annually and
funded quarterly for employees who travel continuously or five or more
times during a quarter and often travel unexpectedly without sufficient
time to prepare an NRC Form 279 in advance of travel. Blanket travel

- authonzatlons also are used for extended temporary duty travel.

Calendar day. The 24-hour penod from one mldm ght to the next midnight.
For purposes of these regulations, the calendar day technically begins
‘1second after mxdmght (reﬂected herem as 12 01 a.m.) and ends at
12 midnight. : : . .

Certification of funds availability. The formal acknowledgment by the

" “funds certifying official (FCO) that sufficient funds are available in the

.- .-current allowance for entering into obligations. This acknowledgment

is evidenced by the signature of the FCO on an appropriate

© ¢ . commitment document. before. execution -of -an obligation. The
" certification of funds is the act of committing funds.

Approved: January 28, 1998
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Coach-class airline accommodations. The basic class of accommodations
and level of service offered by an air carrier to all passengers regardless
of the fare paid. These accommodations apply when an airline offers
only one class of accommodations and includes tourist-class
accommodations and economy-class accommodations.

Coach-class train accommodations. The basic class of train
accommodations that is available to all passengers regardless of the
fare paid. Coach-class train accommodations include reserved coach
accommodations as well as slumber coach accommodations when
overnight travel is involved. The use of AMTRAK Metroliner coach
accommodations is considered to be advantageous to the Government.

Commonwealth of Independent States. Refers to those countries of the
former Soviet Union.

Conference administrative costs. The cost of conference facilities,
registration fees, speaker fees, and conference-related administrative
fees paid by the Government for a conference, whether paid directly by
agencies or reimbursed by agencies to travelers or others associated
with the conference.

Conference attendees’ time costs. The cost of employees’ time spent at the
conference (including time spent while performing en route travel
during normal duty hours).

Conference attendees’ travel costs. Attendees’ subsistence expenses
(including lodging and meals and incidental expenses [M&IE]) and
transportation costs authorized at Government expense.

CONUS. - Refers to the continental - Uﬁited States, defined as the
contiguous 48 States and the District of Columbia (excludes Alaska and
-Hawaii). . :

Designated Countries. Those countries as specified by the NRC’s Division
of Facilities and Security whose interests are contrary to U.S. interests.

Disability. A person having a physical or mental impairment that
substantially limits one or more major life activities; having a record of
such an 1mpau'ment or bemg regarded as havmg such an impairment.

Employee Includes the head of the agency, an agency official, or any other '

individual employed by or under the NRC, including an individual

Approved: January 28, 1998
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employed intermittently in the- Government service as an expert or
consultant and paid ona daily when-actually-employed basis and an
individual serving without pay or at $1 a year.

Excess baggage. Baggage in excess of the weight, size, or number of pieces

carried free by transportation companies. -

‘Executive Council. The council, chaired by the Executive Director for

Fo
- ... countries, - within a _foreign-country, or between. foreign countries.

Fa

Operations, is made up of the EDO, Chief Financial Officer, and Chief
Information Officer. The council was established in December 1996 as
a result of the NRC’s senior management reorganization.

mily. Any of the following individuals.who are members of the
employee’s household at the time a personal emergency situation
arises: spouse, children (including stepchildren and adopted children)
unmarried ‘and under 21-years- of age-or physically or mentally
incapable of supporting themselves regardless of age, or dependent
parents of the employee’s spouse. For compassionate reasons, when
warranted by the circumstances of a particular emergency situation, the
'NRC may expand this definition to encompass other members of the
extended family of an employee and an employee’s spouse who are not
dependents of the employee or members of the employee’s immediate
household. In using this authority and deciding each case, the NRCwill
evaluate the extent of the emergency and the employee’s relationship
to, and degree of responsibility for, the individual(s) involved in the
emergency situation. - e :

First-Class train accdmmodatidné. Ihéhidés‘bedrooms, roomettes, club

service, parlor car accommodations, or other premium accommoda-

" tions. Metroliner Club Service is deemeéd first-class accommodations.

Fo

reign 'aréaé. A'I'ly“aréz'i;(ihclﬁd‘ing ’t'l‘iéfTifusjt‘f'.I‘érritory of the Pacific
Islands) situated both outside the CONUS and outside the nonforeign
areas.- A L RS o

reign travel. Includes travel between the 50 United States and foreign
Foreign travel does not include travel to, from, and within all territories

and possessions of the United States, and the Commonwealths of
Puerto Rico and the Northern Mariana Islands; or related to the

. permanent assignment (one yéar or more) of personnel overseas; or of

an alien within the United States. T

Government-furnished vehicle. A vehicle which is owned by an agency,

assigned or dispatched to an agency on-a rental basis from a GSA

Approved: January 28, 1998
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Interagency Fleet Management Center, or leased by the Government
for a period of 30 days or longer from a commercial firm.

Home. For purposes of these regulations, the place from which the
employee commutes daily to the official duty station.

Intapacitating illness or injury of employee. One that occurs suddenly for
reasons other than the employee’s own misconduct and renders the
employee incapable of continuing the travel a551gnment either
temporarily or perrnanently A sudden illness or injury may include a
recurrence of a previous medical condition thought to have been cured
or under control. The illness or injury may occur while the employee is
at or en route to or from a temporary duty location.

Incidental éxpenses. Incidental expenses covered by per diem include fees
and tips to porters, baggage carriers, bell hops, hotel maids, stewards or
stewardesses and others on vessels, and hotel servants in foreign

‘countries, -and laundry, dry cleaning, and pressing of clothing.
Transportation between places of lodging or business and places where
meals are taken (except as provided in 41 CFR 301.2-3(b)) is covered.
Also included in expenses are telegrams and telephone calls necessary

" to reserve lodging accommodations.

Invitational travel. Refers to travel performed at Government expense by
persons not employed by the Government. Also, such travel may apply
to employees of other Federal agencies who are in an annual leave or
leave-without-pay status for purposes of interviews to determine their
quallf' cations for positions that the NRC is interested in filling.

Local travel. Refers to travel to pomts that are not in excess of 35 miles
from the official duty station as determined by standard highway
‘mileage guides. The Director, Division of Accounting and Finance,
Office of the Chief Financial Officer may approve a greater distance in
writing when a request is made for a specific location, but will not
approve requests on an individual trip basis.

‘Locality rates. Locality rates are maximum per diem rates prescribed for

specific localities.

Major life activities. Functions such as éaring for oneself, performing
manual tasks, walking, seeing, hearing, speaking, breathing, learning,
and working.

Meals and incidental expenses (M&IE) rate. The fixed amount for meals
and incidental expenses related to subsistence.

Approvéd: January 28, 1998
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Mileége allowance. A fixed rate per mile for .using a privately owned
vehicle during official travel (see Exhibit 4.7 of this handbook).

Nonforeign areas outside the CONUS. The term “nonforeign areas” -
includes the states of Alaska and Hawaii, the Commonwealth of Puerto
Rico, the Northern Mariana Islands, and territories and possessions of
the United States. : - . . : -

Ofﬁciai duty station. The 'bl‘lil‘d'ing or other location towhich an employee
is officially assigned and reports for duty.

- Official travel. Travel on -official business, including travel on official

business at no cost to the NRC that has been approved and authorized
or subsequently approved if not previously authorized.

Out-of-pocket - expenses. - Meal - and incidental expense allowance,
miscellaneous expenses, and authorized gasoline expenses.

Per diem allowance. The per diem allowance isa daily payment forlodging,
-meals, and related incidental expenses, instead of actual expenses. The
-expenses included in a per diem allowance are identical to those

- expenses that would be considered appropriate for allowance on an
“actual éxpense reimbursement basis. Per diem is separate from
transportation and miscellaneous travel expenses.

Personal emergency. The death or serious illness or injury of a member of
the employee’s family-or-a_catastrophic occurrence or impending
disaster such as a fire, flood, or act of God, which directly affects the
employee’s home at the official station or the family and occurs while
the employee is at or en route to or from a temporary duty location.

: Physical or mental imf)aifﬁlent.'Aﬁy ph)vlé‘ioldgiéalﬂ disorder or condition,

cosmetic disfigurement, or anatomical loss affecting one or more of the

following body systems: neurological, musculoskeletal, special sense

organs, respiratory (including speech organs), cardio-vascular,
- reproductive, digestive, genitourinary, hemic and lymphatic, skin, and

endocrine. Also, a person with any mental or psychological disorder,

such as mental retardation, organic brain syndrome, emotional or
~mental illness, and specific learning disabilities.

- Thistermincludes, but is not limited to, such diseases and conditions as
.cerebral palsy, epilepsy, muscular dystrophy, multiple sclerosis, cancer,
‘heart disease, diabetes, mental retardation, emotional illness, and

- orthopedic, visual, speech and hearing impairments.

Approved: January 28, 1998
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Place of temporary duty. Employee’s place of business away from his or her
‘official duty station.

Reasonably available. A class of accommodations, other than first-class
airline accommodations, that is available on an airline and that is
scheduled to leave within 24 hours of the employee’s proposed
departure time, or scheduled to arrive within 24 hours of the
employee’s proposed arrival time. Reasonably available does not
include scheduled times after assigned duty arrival times or before
assigned duty departure times.

Standard CONUS rate. The standard rates prescribed by the GSA for any
location within the CONUS that is not included in one of the defined
localities or areas.

Serious illness or injury of family member. Serious illness or injury of a
family member means a grave, critical, or potentially life-threatening
illness or injury, a sudden injury such as an automobile or other
accident where the exact extent of injury may be undetermined but is
thought to be critical or potentially life-threatening based on the best
assessment available, or other situations involving less serious illness or
injury of a family member in which the absence of the employee would
result in great personal hardship for the immediate family.

Special means of transportation. Special means of transportation is any
method of transportation—other than common carrier, Government-
furnished, Government-contract rental, or privately owned—that
requires specific authorization or approval for the use thereof.

Subsistence. For the purpose of travel, subsistence expenses will include
lodging, meals, and miscellaneous personal care items such as laundry
and dry cleaning; fees and tips to waiters, porters, baggage handlers,
bellhops; and maids; transportation to obtain meals; and telegrams or

- telephone calls to reserve hotel accommodations.

Temporary duty (TDY). An authorized TDY assignment away from the
- official duty station.

Transportation. Methods of transportation authorized for official travel
including railroads, airlines, helicopter services, ships, buses,
streetcars, taxis, and other usual means of conveyance. Transportation
may include fares and such expenses incident to transportation as

- baggage transfer, official telegraph, telephone, radio, and cable
message in connection with items classed as transportation.
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Transportation expenses. Transportation expenses include commercial
bus, air, rail, or vessel/steamship fares and are reimbursable in addition
to per diem allowance. Transportation also includeslocal transit system
and taxi fares, cost of commercial rental cars and other special
conveyances, and mileage and other allowances to cover operating
expenses for use of a privately owned vehicle, including tips for parking
and tolls.

Travel. Temporary duty involves the movement of an employee from the
official duty station to a temporary places(s) of duty and return to the
official duty station. Local travel involves the movement of an
employee from the official duty station to a temporary place(s) of duty
within the commuting area of the official station.

Travel authorization. The fiscal controls over payments and
reimbursements for official travel expense through which an
appropriate official directs an individual to perform administratively
approved travel and authorizes him or her to incur the necessary travel
expenses.

Travel expenses. Expenses incurred for transportation, subsistence, and
other allowances essential to the transacting of official temporary duty
travel or change of official station as determined by regulation.

Travel Management Center (TMC). A TMC is a commercial travel office -
operated by a travel agent under contract with the General Services
Administration to provide a complete range of services to NRC
employees.
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