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Part 1.

1-1.1. Authority.

a.

Department.
and control

HOUSING AND URBAN DEVELOPMENT
TRAVEL REGULATIONS

Chapter 1. Travel Allowances

Travel Policy.

Applicability and General Rules

(1) The Assistant Secretary for Administration (A) is
responsible for promulgating travel policy and procedures for the
The Assistant Secretary®s also accountable for enforcement

over travel.



(2) The Director, Office of Administrative and Management
Services (OAMS) is responsible for implementing the Federal Travel
Regulations and developing, recommending and implementing HUD travel
policy for employees and other authorized individuals traveling on
official Government business for HUD. OAMS is also responsible for:

(a) Exercising internal travel policy oversight
within HUD;

(b) Designating the Department Travel Management
Coordinator;

(c) Resolving Department claims involving doubtful
questions of law;

(d) Coordinating agency responses to proposed
Government-wide travel regulations;

(e) Assuring that agency travel management policies
and procedures are modified for changes in Government-wide travel
entitlement and procurement policies and that the revised information is
communicated to all affected personnel on a timely basis;

() Providing guidance and training to managers and
supervisors on travel planning, arrangements, voucher preparation and
review, and general travel management topics;

(g) Coordinating with the personnel function on the
relocation cost implications of various job rotation policies;

(h) Reviewing travel management reports to identify
travel cost trends, cost effectiveness of travel arrangements and other
travel performance indicators;
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(i) Providing planning guidance for the development of
agency travel budget estimates;

* (J) Coordinating agency responses to OMB, GAO,
Congressional, Inspector General and other agency inquiries concerning
travel.

(3) Regional Administrators are responsible for issuing
regional orders containing local instructions and procedures for insertion
in copies of the handbook distributed to the region. Local instructions
may not change travel entitlements and must be cleared through the
Director, Office of Administration. Appendix M of this handbook is
reserved for regional travel procedures. The Regional Administrator is
responsible for designating an employee to serve as "travel officer" at
each major field office. The travel officer is responsible for:



(a) Assuring that travel policies and procedures are
communicated to all affected personnel on a timely basis.

(b) Providing guidance and training to managers and
supervisors on travel planning, arrangements, voucher preparation and
review, and general travel management topics in conjunction with
Headquarters.

(c) Reviewing travel management reports to identify
travel cost trends, cost effectiveness of travel arrangements and other
travel performance indicators.

(d) Providing planning guidance for the development of
travel budget estimates.

(e) Coordinating responses to audit reports,
investigations, and inquiries concerning travel.

b. Payment of travel claims.

(1) The Director, Office of Finance and Accounting (AF),
through the Headquarters General Accounting Operations Division (AFGO) and
Regional Accounting Divisions (RAD"s), is responsible for the payment of
travel claims, control and payment of travel advances, and referral of
claims to the General Accounting Office (GAO). The Director is also
responsible for the review of all disputed Department claims prior to
submission to GAO, as provided in Handbook 1900.22.

(2) Imprest fund cashiers are responsible for the payment of
SF 1012, Travel Vouchers, SF 1164, Reimbursement for Expenditures on
Official Business and SF 1038, Application and Account for Advance of
Funds, within prescribed dollar limits as provided in this handbook and
HUD Handbook 1925.5, Establishment and Operation of Imprest Funds.
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c. Related HUD handbooks. The following HUD handbooks contain
information concerning official travel matters:

334.1 REV Intergovernmental Personnel Matters
410.1 REV-2 Training
550.2 REV Pay Administration
550.3 Clearance for Separation of Employees
* 791.1 Employee Safety and Health
1900.15 REV Reporting Travel Costs
1900.22 Voucher Examination and Related Fiscal
Activities
1925.2 REV Establishment and Operation of Imprest Funds
2300.6 REV Procurement, Control, issuance, and

Accountability - U.S. Government
Transportation Requests



d. Role of handbook. This handbook reprints the Federal Travel
Regulations (FTR) and incorporates slip-sheets representing the
Department®s implementation of official travel policies and procedures.
The handbook provisions are mandatory within the Department. Questions
concerning the Department"s implementation of the FTR shall be directed to
the Office of Administrative and Management Services (AS), Management
Services Division (ASE). Such questions should be referred through
administrative channels and submitted to AS by appropriate Regional Office
personnel or by Headquarters authorizing officials or administrative
officers. Complex matters or questions that require policy determination
shall be submitted in writing.

1-1.2. Applicability. The provisions of this handbook are applicable
to official travel by:

a. Officials and employees of the Department.

b. Individuals employed intermittently as consultants or experts
and paid on a daily when-actually-employed (WAE) basis and individuals
serving without pay or at $1 a year. These individuals are not considered
to have a "permanent duty station" within the general meaning of that term;
however, they may be allowed travel or transportation expenses while
traveling on official business for the Department away from their homes or
regular places of business and while at places of Government employment or
service. Maximum rates prescribed herein are applicable unless a higher
rate is specifically authorized in the Department appropriation or other
statute.

c. Individuals assigned under the Intergovernmental Personnel Act.

d. Employees of other Federal agencies when travel costs are
paid by the Department.
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* e. Prospective employees, where preemployment interviews are
required.

f. New appointees to positions in the Senior Executive Service
(SES) or to shortage category positions; and certain Presidential
appointees.

1-1.3. General rules.
c. Definitions.
(9) Administrative officer (Adm. 0.). Employee responsible
for providing travel assistance to managers and travelers of a particular

HUD component including providing funds control data to travel authorizing
or approving officials; helping travelers complete and file travel orders



and vouchers; and, providing traveler accessibility to the Federal Travel
and Federal Hotel/Motel Discount Directories.

(10) Approving official (Ap. 0.). Official responsible for
approving travel advances and/or reviewing travel to determine compliance
with travel orders and regulations (see para. 1-1.3.Ff.). Approving
officials sign block 10 of the SF 1038, block 14 of the SF 1012 and block 8
of the SF 1164 (REV. 11/77). The approving official is usually the
official who authorized the travel but the A.0. may delegate this
responsibility to another official in the traveler®s supervisory chain of
command who have specific knowledge of the circumstances surrounding
travel.

(11) Authorizing official (A.0.). A Department official,
supervisor or other employee who has been delegated authority, in writing,
to authorize a specific type of travel for him/herself and/or his/her
subordinates. This official®s responsibilities are documented under para.
1-1.3.e. The A.0. signs block 25 of HUD 25.

(12) Principal authorizing official (PAO). Department
officials delegated authority to authorize and approve operational travel
for themselves, their employees and other individuals traveling on behalf
of the Department. They are Assistant Secretaries; General Counsel;
President, Government National Mortgage Association; Inspector General;
Regional Administrators, and heads of offices who report directly to the
Office of the Secretary.

(13) Recommending official (R.0.). Official with authority to
plan and direct travel for him/herself and/or his/her employees but who is
not empowered to authorize travel. This official is responsible for
determining that the travel is essential, that transportation modes and
travel *
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allowances are properly set and that other responsibilities documented in
para. 1-1.3.e are followed. R.O."s will sign block 23 of HUD 25 to certify
that the travel is essential and in compliance with Federal and
Departmental regulations. When travel is planned and directed by the
authorizing official, block 23 will be left blank.

(14) Residence. Place of abode from which an employee commutes
daily to his official station.

(15) Subsistence. Meals, lodging and other types of expenses
incurred by an employee when on official travel.

(16) Temporary duty station. An employee®s temporary place of
business away from his official duty station.

(17) Temporary duty travel (TDY). Official travel of a



temporary nature away from an employee"s official duty station.

(18) Travel status. The period of time an employee is
considered to be on official travel for reimbursement purposes.

(19) Types of travel. The definitions of the various travel
categories for which employee travel may be authorized include the
following:

(a) Foreign travel. Travel in localities in any area
situated outside the conterminous United States.

(b) Headquarters directed travel. Travel performed by
field personnel at the direction and funding of a Headquarters authorizing
official.

(c) Invitational travel. Travel performed by a person
not employed by the Department at the request or invitation of a
Headquarters principal authorizing official for the purpose of providing
advice or guidance concerning Department matters in his/her area of
competence, or appearing before officials of the Department in a
representative capacity on behalf of industry, labor, or a recognizable
group of persons, such as a tenants organization. Invitational travel is
for an individual to provide a service to the Department rather than to
serve his/her own interests.

(d) Operational travel. Day-to-day travel required to
carry Out the management and operational functions essential to the proper
administration of Department programs and activities. Operational travel
includes local transportation in and around the duty station, as well as
per diem travel within the Region, but excludes the following types of
travel, travel situations or categories of travelers:

0 Advisory committee members
o Consultants or experts
0 Extended stay travel

1-1-5 5/84

2300.2 REV-3

Foreign travel

Headquarters directed travel

Invitational travel

Special purpose travel

Preemployment interviews

Change of official station or other relocation
travel

Training travel

Travel on an actual subsistence expense basis when
due to unusual circumstances of a travel assignment.

OO0OO0O0OO0O0

(olye]

(e) Special purpose travel. Travel to attend and
participate iIn conventions, conferences and major meetings of public and



private organizations and travel to make public appearances to officially
represent the Department. It does not include travel to attend training
courses where a Standard Form 182, Request, Authorization, Agreement and
Certification of Training, is appropriate or travel to attend workshops,
seminars or meetings to survey and preview computer equipment and software.

() Training travel. See para. 1-13.1.

(g) Extended stay travel. Extended stay travel includes
temporary duty travel assignments to one location for a period of more than
30 days, including travel for training purposes.

(h) Permanent change of station travel (PCS). Travel of
an employee to transfer from one official station to another for permanent
duty provided that the transfer is iIn the interest of the Government and is
not primarily for the convenience or benefit of the employee or at his/her
request. This type of travel is also known as relocation travel.

(20) Travel allowance holder. The authorizing official to whom
the travel budget has been allocated, and who is responsible for approving
travel advances by initialing block 24a of the HUD 25.

d. Acronyms. The following frequently used acronyms, in addition
to those identified under c above, and in other locations, are used
throughout this handbook to economize on space and verbiage.

(1) CG Decisions - Comptroller General Decisions.

(2) FPMR - Federal Property Management Regulations.

(3) FTR - Federal Travel Regulations.

(4) GAO - General Accounting Office.

(5) GBL - Government Bill of Lading.
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(6) GSA - General Services Administration.

(7) GTR - SF 1169, U.S. Government Transportation Request.
(8) HUD - Department of Housing and Urban Development.

(9) SATO - Scheduled Airline Traffic Office.

(10) OPM - Office of Personnel Management.

(11) DUSFC - Deputy Under Secretary for Field Coordination.

(12) Para. - Paragraph.



(13) OFA - Office of Finance and Accounting.
(14) AFGO - General Accounting Operations Division.
*(15) DOA - Director, Office of Administration.
(16) PDY Station - Permanent Duty Station (Official Station). *

e. Responsibilities of recommending and authorizing officials.
Officials delegated authority to plan and direct travel and officials
empowered to authorize travel on official business (sign block 23 or 25,
HUD 25) have the following responsibilities:

(1) Have a clear understanding of Department travel policies,
procedures and allowances;

(2) Determine that proposed travel is required in the interest
of the Government and cannot be accomplished by more economical methods
such as teleconferencing, is in accordance with the overall plans of the
organizational unit, and is in accordance with this handbook and changes
thereto;

(3) Consider having the proposed mission accomplished by
available field personnel at reduced expense to the organizational unit
(if applicable) or through telecommunications facilities;

(4) Authorize itineraries which will most effectively serve
program needs at the least cost;

(5) Provide for the use of the most economical modes of
transportation which provide services generally meeting acceptable
standards and objectives of the mission;

(6) Make maximum use of motor pool vehicles, GSA contract
rental cars, GSA contract airlines, and the GSA Metroliner discount fares
before authorizing travel by the same mode with a noncontract supplier;
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(7) Schedule each employee®s travel within his/her regular
workweek to the extent practicable (b U.S.C. 5542); *

(8) Ensure that all authorized leave during the travel period
is reflected on the travel authorization. When considering such a request
for leave, the authorizing official shall take into account the public®s
perception of the proposed leave as well as the travel/leave prohibition.
The potential appearance of personal convenience taking precedence over the
best interests of the Government should also be considered;

(9) Eliminate attendance and minimize participation by



employees at conferences, meetings, and seminars when attendance is not
directly related to the accomplishment of the Department®s mission;

(10) Determine that all meals, lodging, and transportation to
be received free of charge are in accordance with the HUD Standards of
Conduct;

(11) Ensure that all required justifications are contained on
the travel authorization as required by this handbook and changes thereto;

(12) Ensure that sufficient funds are available to defray the
travel costs specified in the authorization. |If the cost of travel is
charged to a fund or appropriation of an office or region different from
the one from which the employee is payrolled, there must be written
instructions from competent authority approving the practice or the travel
authorization must show the concurrence of the official (or his/her
designee) that is responsible for the funds to be used;

(13) Reduce transfers of employees between official duty
stations to those essential for mission accomplishment;

(14) Assure that contract provisions and procedures provide
that travel by contractors whose costs are directly reflected in prices
paid by the Department is held to that which is essential and that the
cost of such travel is minimized;

(15) Coordinate travel as described below:

(a) Routine travel. Routine temporary duty travel
requires intraoffice coordination indicated below. In addition to ensuring
the essentiality of the travel, coordination is required so that:

(i) An excessive number of travelers as determined
by the authorizing official are not permitted to visit a single office at
the same time;

(i1) Representatives of two or more offices
dealing with a related problem arrive concurrently at the point of meeting;

(iii) The operations of the office to be visited
will not be disrupted;
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(iv) Travel is planned in advance to allow proper
preparation and coordination for the proposed visits. Except as indicated
in (2), below, the appropriate Regional Administrator or regional
counterpart shall be notified In advance of any contemplated visit to
his/her region by Headquarters personnel or by personnel of another
regional office and approved by the Deputy Under Secretary for Field
Coordination (DUSFC).



(b) Unannounced visits to regional offices. In instances
in which prior notification iIs not desirable, Assistant Secretaries,
Regional Administrators and equivalent levels of authority are authorized
to issue travel orders which will result in unannounced visits to regional
activities. While the authority to do so is not to be abused, it should be
used when inspections, management surveys, surveillance visits, or spot
checks of regional operations are being conducted to determine precise
degrees of compliance with Headquarters procedural safeguards. Use of the
authority for conducting surprise visits is encouraged whenever the purpose
of the trip encompasses activity of an audit or investigatory nature,
regardless of whether the function is being performed by regular auditors
and investigators or by management personnel.

(c) Interregional travel. Travel by employees to other
regions and to Headquarters shall be coordinated with and approved by the
DUSFC. Travel to training centrally managed by the Office of Training is
exempt from this requirement. All other training travel must be approved
by the DUSFC.

(d) Group or team travel. When official travel involves
a group or team of employees from more than one office and/or region who
travel on the same assignment to the same temporary duty station, the
authorizing officials should consult with each other to ensure uniform
travel allowances are paid to all employees.

f. Responsibilities of approving officials.

(1) Officials delegated authority to approve travel advances
(block 10 of SF 1038) shall determine that:

(a) The amount of advance is necessary, reasonable, and
not in excess of the employee”s estimated reimbursable cost of travel;

(b) The travel has been authorized by a designated
authorizing official; and

(c) All advances for previous travel have been liquidated
or the new advance is necessary in addition to outstanding balances;

(2) Officials delegated authority to approve travel (sign
block 14 of SF 1012 and/or block 8 of SF 1164) shall ensure that the
form(s)
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is subject to only one supervisory review and is forwarded to the
appropriate accounting office or imprest fund cashier, when appropriate,
within 5 workdays of receipt or returned to the traveler for revision.
This review shall be made to ensure that:

(a) The employee performed travel in accordance with



the official travel authorization in the most cost effective manner;

(b) All travel on the voucher was performed for official
purposes and any personal side (not reimbursable) trips and time in leave
status are adequately reflected on the travel voucher and that proper
Justifying statements and approvals are shown on or attached to the
voucher (or SF 1164);

(c) The local travel expenses claimed at the traveler"s
official station and temporary duty station made the maximum use of
available limousine service and public transportation before using
taxicabs;

(d) The amount of travel advance reflected on the travel
voucher agrees with that approved for the employee and that travel advance
balances are liquidated or repaid promptly;

(e) All free meals, lodging, etc., are properly annotated
and are iIn accordance with HUD Standards of Conduct;

() Local and long distance phone calls were incurred
for official purposes and are itemized to show calls from where to where;

(g) All claims for meals and miscellaneous expenses
(tips, laundry, dry cleaning, etc.) when traveling on an actual subsistence
basis are reasonable in amount and that the traveler acted prudently in
incurring the expense;

(h) The proper reimbursement rate is used as provided iIn
Appendix D and FTR 1-4.2 and 1-4.4 when the use of a privately owned
vehicle is authorized and that employees understand the approved rate of
reimbursement;

(i) Claims are appropriate and correct through careful
review of travel vouchers and SF 1164°s prior to approval; and

() Travel vouchers and SF 1164"s are complete, contain
all required certifications, statements or other information and that
required receipts are attached.

g-. Responsibilities of travelers. Travelers are responsible for
exercising the same care in incurring travel expenses that a prudent person
would exercise if traveling at his own personal expense. They are also
responsible for:
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(1) Knowing Federal and HUD regulations governing travel and
performing travel in accordance with the policies and procedures contained
n this handbook;



(2) Being fully informed of their responsibilities for economy
in incurring travel expenses since a considerable portion of the planning
for itineraries and modes of transportation must of necessity be
accomplished by the traveler;

(3) Assuring the authority covering itineraries and mode of
travel are approved prior to the travel;

(4) Taking advantage of special Government, weekly and other
reduced rates offered by hotels, motels, etc. (see Federal Hotel/Motel
Discount Directory);

(5) Planning itineraries to utilize excursion, round trip and
group fares offered by airlines and other common carriers as well as GSA
contract air carriers (see Federal Travel Directory);

(6) Preparing accurate and factual vouchers for reimbursement
of travel expenses;

(7) Including on the travel voucher, all leave taken while in
a travel status (see para. 1-1.9 regarding restrictions);

(8) Submitting travel vouchers upon completion of the travel,
but no later than the first workday of the following month;

(9) Applying single trip travel advances to the voucher
covering the travel for which the advance was obtained and attaching a
personal check, travelers check, certified check or money order for the
amount of any such advance that exceeds the amount claimed on the voucher.
The cost of any check or money order to repay a travel advance is not
reimbursable;

(10) Assuring that revolving travel advances are maintained
only at the level needed for regular, recurring travel.

1-1.4. Authority for travel. The FTR makes a broad grant of travel
authority to the Secretary of Housing and Urban Development. Only the
Secretary and Under Secretary have authority to authorize and approve the
following types of travel:

a. Actual subsistence due to unusual circumstances (see FTR and
HUD paras. 1-8.1c).

b. First-class (see FTR and HUD paras. 1-3.3d).
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c. Foreign travel (see HUD, part 12 of ch. 1).

d. Operational and relocation travel of Headquarters principal
authorizing officials.



1-1.5. Delegation by the Secretary. The Secretary®s travel authority is
hereby delegated as specified below:

a. Principal authorizing officials (PAOs) have authority to
authorize and approve the types of travel listed below except when
otherwise specified:

(1) Operational travel. Routine, repetitive travel,
including local, in and around travel, to carry out the management and
operational functions of a HUD program or activity may be authorized in
advance of the travel by PAO"s. PAO"s are responsible for determining if
proposed travel is really necessary or contraindicated by less costly
measures, such as tele-conferencing. Essential travel should be planned
far enough in advance to accommodate travel discount packages and

* maximize travel dollars. This authority may be redelegated to Division
Director or equivalent positions. Regional Administrators are *
delegated the authority to authorize their own operational travel.

(2) Invitational travel. PAO"s are delegated authority to
authorize, in advance, the travel of persons not employed by HUD for the
purpose of providing a service to the Department. This authority may not
be redelegated.

(3) Extended stay travel. PAO"s are delegated authority for
advance authorization of temporary duty travel, except for training
assignments, to one location for a period of more than 30 days.

Authority may only be redelegated to officials one level below the PAO.

(4) Special purpose travel. Travel to make public
appearances to officially represent HUD and to attend and participate in
conventions and conferences may be authorized by PAO"s subject to the
controls indicated below:

(a) Headquarters employees - requires coordination with
the Office of Public Affairs to control participation and/or attendance
of employees at conventions, conferences or similar meetings. Advance
approval of the Under Secretary is required; travel orders must be
submitted at least five working days prior to needing a decision on
approval. Invitations should be attached and submitted with the HUD 25.
When there is no written invitation, the event and the sponsor must be
fully identified under block 17. Requests shall be submitted to the
Under Secretary through the PAO, who will sign the HUD 25 in block 25.
The Under Secretary will indicate approval or disapproval in block 21 of
the HUD 25. PAO"s, with the exception of the Inspector General, may not
redelegate authority to authorize special purpose travel.
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(b) Field office employees - Requires prior approval of
the Deputy Under Secretary for Field Coordination (DUSFC) when travel



involves attendance at National conventions or forums. Travel orders shall
be prepared in accordance with para. (a), above. The DUSFC will sign block
21 of HUD 25. Regional Administrators shall sign in block 25, prior to
submission to the DUSFC. They shall authorize, as well as establish and
maintain controls over, special purpose travel by employees within their
region when such events are of a regional or local nature. RA"s must
obtain advance approval of the DUSFC for their own special purpose travel
of a national or interregional nature. A single control point for prior
approval or authorization of the travel iIn order to provide proper
consideration of attendance on a regionwide basis must be established.
Authority to authorize regional or local special purpose travel may not be
redelegated.

(5) Preemployment Interviews. Authority is delegated to PAO"s
and, in some cases, requires prior approval of the appropriate personnel
office of OPM. Authority may be redelegated. See part 13, ch. 1.

(6) Travel to a HRGA on a per diem basis. PAO"s are delegated
authority to authorize per diem in lieu of actual subsistence in high rate
geographical areas. This authority may be redelegated. Authorization must
be made on a case-by-case basis in advance of the travel on an individual
travel order only.

(7) Noncontract air carriers to city-pairs. PAO"s are
delegated authority to authorize or approve travel by noncontract carriers
to city-pairs in compliance with FTR and HUD regulations. This authority
may be redelegated, (see paras. 1-2.2 and 1-2.2.1).

(8) Travel when cash is used to procure passenger
transportation costing over $100. See HUD paras. 1-10.2.b.(3)(i) and

OIOF

(9) Travel by advisory committee members. Authority may not
be redelegated. Travel allowances and other provisions of this handbook
are applicable unless otherwise stated in the charter establishing the
committee. Non-Government advisory committee members are not eligible for
relocation allowances.

(10) Travel by consultants or experts. Authority may not be
redelegated. Travel allowances and other provisions of this handbook are
applicable to travel by consultants or experts employed in accordance with
the provisions of Handbook 304.1, Personnel Policy on Employment of
Consultants and Experts. Consultants and experts are ineligible for
relocation allowances.
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(11) Relocation travel. PAO"s have authority to authorize and
approve relocation allowances for permanent change of station travel. This
authority may be redelegated; redelegations must be held to the highest
organization level feasible to assure uniformity in the authorization of



allowances and compliance with FTR and HUD regulations. This authority may
not be exercised until the personnel action has been approved. Signature
of an authorized employee of the appropriate personnel office is required
on block 21 of the HUD 25 prior to completing HUD 21004 (Rev. 10/83),
Services and Reimbursement Agreement, Moving Expense Allowances, and
authorizing allowances on HUD 21005 (Rev. 10/83), Supplement to Official
Travel Authorization.

(12) Headquarters directed travel. Headquarters PAO"s only are
delegated authority to authorize travel of field office employees to attend
priority meetings, seminars, workshops and special training or orientation
sessions. Such travel must be planned at least two weeks in advance and
requires the prior approval of the DUSFC. Authority may be redelegated
(see part 13).

* (13) Training travel of field office employees. The Regional
Administrator may authorize and approve non-HUD training travel. Prior
approval of training on SF 182, Request, Authorization, Agreement and
Certification of Training, is required. Non-HUD training outside the
region also requires the advance approval of the DUSFC. This authority
may be redelegated.

b. Assistant to the Secretary for International Affairs is
delegated authority to approve all foreign travel, including Presidential
appointees and Regional Administrators, whose foreign travel is authorized
by the Secretary or Under Secretary. He/she is responsible for monitoring
and acting on all requests for foreign travel (see Part 12).

c. Deputy Under Secretary for Field Coordination (DUSFC) is
delegated authority for the coordination and prior approval of the travel
of field office employees including Regional Administrators for special
purpose travel of a national nature and Headquarters directed travel. This
authority may only be redelegated to the Assistant Deputy Under Secretary
for Field Coordination. The DUSFC is also responsible for the coordination
and approval of travel by field office employees to other regions. *

d. Director of Training is delegated authority to authorize and
approve the following (see part 13, ch. 1):

(1) all training travel of Headquarters employees; authority
may be redelegated except for extended stay training.

(2) operational travel of training instructors; authority may
be redelegated.
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(3) Headquarters funded and managed training of all employees;
authority may not be redelegated.

(4) Extended stay training of all employees; authority may not



be redelegated.

e. Assistant Secretary for Administration is delegated authority
to waive recovery of relocation expenses of employees for failure to
complete service agreements. Requests for waivers must be submitted to the
Assistant Secretary for Administration through the PAO. This authority may
not be redelegated.

1-1.6. Delegation of travel authority. Delegations of authority to
authorize and/or approve a particular type of travel shall not be made
below Division level or the equivalent, unless otherwise provided under
para. 1-1.5, above.

a. Delegations of authority must:
(1) Be in writing;
(2) State whether such authority may be redelegated;

(3) Specify the type of travel for which authority is
delegated, e.g., operational travel, Headquarters directed travel or
preemployment interviews;

(4) ldentify each official to whom authority is delegated by
typewritten name and an original signature, position title, and
organization.

b. A copy of each delegation of authority, together with
signatures of officials to whom authority is delegated, shall be furnished
to the appropriate accounting office. A copy of such delegation of
authority must also be furnished to the Headquarters or field office
imprest fund cashier, as appropriate.

c. Redelegations of authority must be updated October 1 each year;
changes to rescind or add redelegations should be made as they occur.

d. In order that control of travel will remain at a proper level,
when redelegations are permitted and not specified, authorizing officials
may not redelegate authority below the Division Director or equivalent
level. However, authority for specific types of travel, such as travel
for preemployment interviews, should be held to a higher level of authority
to maintain proper management and control of travel.

e. Authority to approve travel vouchers is delegated to
authorizing officials. This authority may be redelegated. Generally, the
official who authorizes the travel should approve the travel (by signing
the related travel voucher). Unless specifically restricted by their
superior PAO"s may approve

1-1-15 5/84

2300.2 REV-3




their own travel vouchers except for foreign travel, first-class travel

and other special travel situations. All travel vouchers covering *
official foreign travel shall be approved by the Assistant to the

Secretary for International Affairs or his/her designee.

1-1.7. Methods of authorizing travel.

a. General. All official travel must be authorized in advance
by appropriate travel authorizing officials. The HUD 25, Official Travel
Order, shall be completely and accurately prepared, as required.

b. Types of authorizations. The following types of travel
authorizations may be issued:

(1) Individual travel orders (ITO"s);

(2) Limited Open Travel Authorizations (LOTA"S);
(3) Group travel orders (GTO"s);

(4) Local travel authorizations (LTA); and,

(5) Relocation authorizations (RA"S).

c. Documentation of travel orders. Properly executed and
authorized travel orders are required prior to incurring travel expenses.
Travel orders shall include all required information concerning allowances
for the travel assignment, such as mode of transportation authorized, rate
of reimbursement for use of privately-owned conveyance, per diem or actual
subsistence expense authorized including the maximum daily rate, etc.
Travel orders shall also include a brief description of the purpose(s) of
all travel to be performed and documentation of the travel accounting
classification/subobject class(es) (see Appendix A).

d. Amending travel orders. Travel orders shall be amended as
necessary and in advance of the proposed travel to be performed. The
amended HUD 25, Official Travel Order, shall indicate any proposed trips
to be added, deleted, or otherwise modified. Travel orders cannot be
revoked or modified retroactively so as to increase or decrease the rights,
benefits and entitlements after travel has been performed. Employees and
authorizing officials are therefore cautioned to assure that the travel
order and any amendments include all required information concerning
allowances for authorized travel. Exceptions have been made to correct
apparent errors or to complete an incomplete travel order in accordance
with the original intent of the official who issued the order (22
Comptroller General 934 and 28 Comptroller General 732).
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1-1.7.1. Individual travel orders (ITO). Travel under an ITO is limited
to a single trip from the traveler®s official station to one or more



specific points and return, and to the period of time designated as
essential to accomplish the purpose of the trip. Use HUD 25, Official
Travel Order, to authorize such travel. An ITO must be issued for:

a. All travel not covered by the Limited Open Travel
Authorization (LOTA) (see para. 1-1.7.c(7) below).

b. Training travel not covered by adapted Standard Form 182,
Request, Authorization, Agreement and Certification of Training and Travel.
(See Appendix A).

C. Travel not qualifying under local, in or around travel (see
para. 1-1.7.4).

1-1.7.2. Limited Open Travel Authorizations (LOTA).

a. General. A LOTA may be appropriate when travel of
qualifying employees can be comprehensively planned in advance. HUD 25,
Official Travel Order, shall be completely and accurately prepared (see
Appendix A).

b. Employees covered. A LOTA may only be issued to the
following HUD employees:

(1) Secretary and Under Secretary;

(2) Principal assistants and managers that the Secretary
determines should be issued a LOTA;

(3) Field office employees making two or more qualifying
trips per month;

(4) Headquarters employees stationed in field offices
making two or more qualifying trips per month; and,

(5) Employees of the Office of the Inspector General
located in Headquarters and field offices.

C. Procedures.
(1) Authorization policy. Authorization for travel under a
LOTA is delegated to the following officials, and may not be redelegated,
except as indicated:

(a) Secretary;

(b) Under Secretary;
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(c) Regional Administrator:
Division Directors or equivalent;



(d) Inspector General
1 Regional Inspectors General;
2 Assistant Inspectors General; and
3 Deputy Assistant Inspectors General.

(2) Time period. The time period covered by a LOTA may be
any 1 month period or Ffiscal-quarterly period within a current fiscal
year .

(3) Type of travel. The LOTA may only be used to cover
frequent, routine operational travel; other travel must be covered on an
individual travel order (ITO).

(4) Funding. Travel funds under the LOTA shall be
obligated on a monthly basis. Unexpended funds shall not be
redistributed until settlement of a traveler®s voucher for the monthly
period.

(5) Quarterly travel plan. The LOTA may cover routine,
operational travel on a quarterly rather than monthly basis, when
quarterly travel plans are submitted for an individual traveler. Travel
funds under a quarterly plan must be obligated on a fiscal quarterly
basis. Unexpended funds shall not be redistributed until settlement of
a traveler®s last voucher for the quarterly period. Quarterly plans
shall cover routine travel consisting of six or more round trips per
quarter for covered Headquarters or Field Office employees.

(6) Travel claims. All claims for reimbursement under the
LOTA shall be made on SF 1012, Travel Voucher. Vouchers must be
*submitted monthly under the monthly and quarterly travel plans. The
purpose of all trips, including the accounting subobject code
(Appendix A.1) and a brief description, must be documented on the
voucher.

(7) Exceptions. The following travel may not be covered
under a LOTA and must be authorized by 1TO only:

(a) All travel outside the conterminous United States,
including travel to and from Alaska, Hawaii, Puerto Rico and the
possessions of the United States.

(b) Travel related to change of official station.

(c) Travel of non-HUD personnel, including consultants
or experts.

(d) Travel to attend conferences as well as other
special purpose travel.
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(e) Travel for training and preemployment interviews.

() Trips under entitlement, extended stay, and
Headquarters directed travel.

(g) Travel requiring an actual subsistence allowance
(except for routine travel to HRGA) or a special per diem rate.

(h) Use of a noncontract carrier for air travel
between designated city-pairs.

(i) Travel during which the employee is authorized to
take annual leave of more than 8 hours.

() Travel outside the area of Regional jurisdiction.
(k) Unscheduled or infrequent travel.

1-1.7.3. Group travel orders (GT0). A HUD 25, Official Travel Order, may
be issued to cover the travel of four or more employees traveling from the
same Region or Headquarters to the same location(s) for the same period of
time. An attachment to the group travel order, as described below, must
include a column which lists the travel order number including a suffix
(for example, AA-84-101-01 through 04). Each traveler listed on the group
travel order must be assigned a two-digit, individual identifying number,
to be used as a suffix to the travel order. Travelers are responsible for
inserting the travel order number of their travel voucher and U.S.
Government Transportation Request (GTR).

a. Attachment required. When a GTO is issued, an attachment
shall be prepared showing for each traveler in columnar format, the
following information: (1) Traveler®s Office; (2) Traveler®s Name and
Title (3) Travel Order Number, including suffix; (4) Estimated Per
Diem/Actual Subsistence Cost; (5) Estimated Transportation Cost; and,
(7) Total Estimated Costs.

b. Employee copy of travel order. Two to three copies of the
travel order and the attachment shall be provided to each traveler. One
copy is for the employee®s records one for attaching to the related travel
voucher, and one for ticketing facilities under blanket GTR arrangements.

C. Amendments required. An amended travel order shall be
issued to add, remove or change (substitute) travelers. A copy of the
attachment to the original order should be appended with the revisions
noted. In Headquarters, amended travel orders that increase or decrease
the estimated cost shall be processed through the funds control point.
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1-1.7.4. Local travel authorizations (LTA).

a. General. An LTA covers temporary duty travel of a routine,
operational nature that is performed in or around the employee®s official
station. It also covers local travel to attend authorized conferences or
trade shows. It does not apply to local travel performed in or around a

temporary duty station when the TDY is authorized by a HUD 25, involves
lodging or subsistence costs, and is located outside the employee®s
permanent duty station and/or nearby localities.

b. Local travel areas.
(1) Headquarters employees.

(a) Official station located in the Washington, DC
metropolitan area. The local travel area for Headquarters employees whose
official station is in the Washington, DC metropolitan area has been
established as follows: The District of Columbia, the cities of
Alexandria, Fairfax, and Falls Church in Virginia; Arlington and Fairfax
Counties in Virginia; and Montgomery and Prince George®"s counties in
Maryland.

(b) Official station located outside the Washington,
DC metropolitan area. Headquarters employees physically located in
regional offices outside of the Washington, DC metropolitan area but
organizationally assigned to Headquarters shall use the local travel area
established by the appropriate Regional Administrator in (2), below.

(2) Field employees. Regional Administrators shall
determine the area to be covered by local travel in their region. The
corporate limits of the city or town and the usual commuting area of the
official station should be considered in establishing boundaries for local
travel. The usual commuting area for local travel purposes should be that
served by local transportation facilities such as buses, streetcars,
subways, taxicabs, boats and trains.

C. Authorization policy. Local travel must be authorized in
advance by the employee®s supervisor or appropriate authorizing official.
HUD 25, Official Travel Order, is not necessary when travel is within the
local travel area. RA"s, however, may establish Regional procedures for
local travel in accordance with Federal and Department regulations. When
local travel is expected to be extensive during any one-month or quarterly
period, such travel may be authorized under the LOTA. Travel outside the
local travel area must be authorized on the HUD 25. Employees shall be
encouraged to use inexpensive modes of transportation for local travel
whenever possible. Travel costs from residence to temporary duty station
within the local area shall be carefully reviewed prior to approval.
Distance involved and the additional cost to the employee compared with the
normal cost of commuting from residence to the official duty station on a
daily basis are factors which should influence the administrative decision.
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d. Subsistence expenses. Entitlement to per diem or actual
subsistence reimbursement is contingent upon the employee®s assignment to
temporary duty outside the local travel area as defined in subpara. b,
above. In such cases, travel orders are required and reimbursement claims
must be submitted on SF 1012, Travel Voucher. Transportation claims for
travel within the local area of such TDY stations shall be filed on the
travel voucher and not on SF 1164, Claim for Reimbursement for Expenditures
on Official Travel, which is for reimbursement of transportation expenses
for local travel in or around the permanent duty station only.

e. Payment of mileage costs from residence to temporary duty
site. When an employee is authorized to use a privately owned vehicle for
official business, it is within the administrative discretion of the
authorizing official to allow the employee mileage from whatever point
he/she begins his/her journey with no deduction from the mileage for the
distance that the employee would normally travel between his/her home and
his/her office, except when the employee chooses to live outside the normal
commuting area of the official duty station. See para. 1-4.1.a(l) for
limitation.

. Local transportation expense.

(1) Bus, subway, or streetcar. Transportation by bus,
subway or streetcar between places of business at the official duty station
shall be allowed as a transportation expense. In localities where mass
transit services are available and it is advantageous to use these modes of
transportation, arrangements should be made to use tokens, tickets or
passes obtained in advance. This procedure eliminates the preparation and
processing of small claims for reimbursement.

(2) Long-term Government-assigned vehicles. Vehicles or
transportation services available for long-term assignment shall be used to
perform local travel when advantageous to the Government.

(3) Use of privately owned vehicles. Privately owned
vehicles may be used to perform local travel on a mileage basis at rates
not to exceed those specified in FTR 1-4.2 and 1-4.4. Reimbursement for
local travel by privately owned vehicles will be based on mileage driven
for the actual distance traveled incident to conducting official business.
Reimbursement may also include the actual cost of automobile parking fees;
ferry fares; and bridge, road, and tunnel fees in accordance with FTR and
HUD Parts 4 of Chapter 1 (also see Appendix D).

(4) Use of taxicabs.

(a) When an employee is on official business within
the local travel area, the use of taxicabs between the office and places of
business or between places of business shall be allowed if authorized or
approved as advantageous to the Government.
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(b) Reimbursement for the usual taxicab fares paid by
an employee for travel between office and home may be authorized or
approved incident to the conduct of official business at an employee”s
designated post of duty. This authority may be exercised only when the
employee is dependent on public transportation for such travel incident to
officially ordered work outside of regular working hours and when the
travel is during hours of darkness or required by extenuating circumstances
during hours of infrequently scheduled public transportation. |In the
latter case, the circumstances must be such that the overtime could not be
planned in advance so that scheduled public transportation could be used.

(i) The use of a taxicab under the provisions of
this paragraph should be authorized in advance. A taxicab may not be
authorized for travel during daylight hours, except when the employee is
dependent on public transportation and extenuating circumstances do not
allow time to plan the overtime in advance as provided above. Overtime on
weekends and holidays should be scheduled during daylight hours to the
maximum extent practicable and should coincide with public transportation
schedules when employees must depend on such transportation.

(ii) Claims shall be presented on SF 1164, Claim
for Reimbursement for Expenditures on Official Business, to the designated
imprest fund cashier. |If an imprest fund is not available the claim should
be forwarded to the appropriate accounting office. The claim must include
an explanation of the circumstances which required the use of a taxicab.

An authorizing official or his designee must approve the SF 1164.

(c) Receipts are required for fares in excess of $25.
g- Preparation of reimbursement claims.

(1) Reimbursement for allowable transportation expenses
incurred in performing local travel by all modes of transportation shall be
claimed on SF 1164, Claim for Reimbursement for Expenditures on Official
Business. The signature of the approving official on SF 1164 shall
indicate that the mode of transportation used to perform the local travel
was more advantageous to the Government than other available modes of
transportation. Documentation of the purpose of the trip, including the
travel accounting classification/subobject class(es), shall be stated after
each trip entry on the SF 1164.

(2) Employees who regularly perform local travel should
maintain, on the original only of SF 1164, a running record of all expenses
incurred for each trip. When reimbursement is required, but generally not
more frequently than once a month, the form shall be signed by the employee
and submitted through channels to the approving official. After approval,
the claim shall be submitted to an imprest fund cashier if one has been
authorized and the expense is within payment authority, or to the
accounting office through regular channels for payment by check. It is
appropriate for
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one traveler to pay and claim reimbursement for an entire expense (taxicab
fare, bridge toll, etc.) when local travel involves two or more employees
engaged on official business. The names of the travelers accompanying the
claimant must be shown on SF 1164.

(3) Reimbursement claims on SF 1164 for use of a taxicab
under conditions described in f(4)(b), above, shall include a complete
explanation of the circumstances which justified use of a taxicab between
an employee®s office and home, including the hour of departure from the
office. The justification must show (1) that the employee is dependent
upon public transportation for the travel incident to officially ordered
work outside of his/her regular work-hours and (2) that the travel was
performed during hours of infrequently scheduled public transportation or
darkness. The claims shall be approved in Headquarters at no lower than
office director or equivalent; in Headquarters activities outside
Washington, DC, by the head of the field activity; and in field offices,
by office director, division director or equivalent. Taxi receipts are
required to be attached to the voucher.

1-1.8. Travel during non-duty hours. To the maximum extent practicable,
authorizing officials shall plan and schedule travel to prevent employees
from having to travel during non-duty hours. Under certain circumstances,
employees may be eligible for overtime pay during periods of en route
travel between duty stations. HUD policy concerning overtime pay is
contained in Handbook 550.2, Pay Administration.

1-1.9. Annual leave while on official travel. Congress has directed that
HUD and other agencies prohibit employees from taking annual leave while on
travel status except In unique or emergency situations. Any annual leave
to be taken while on travel status must be shown and approved on the travel
order, except that exempted leave does not require the approval of the
second-level supervisor (see c(3), below). The Department is required to
report to the Appropriation Committee on this requirement.

a. Travel/leave policy. Employees are prohibited from taking
annual leave while on travel except in unique or emergency situations.
Annual leave while away from the official duty station, which immediately
precedes, follows, or intervenes official travel is covered by this policy.

b. Exemptions. The following situations are exempt from the
travel/leave policy.

(1) Permanent change of station (PCS) travel. Includes
all authorized PCS travel.

* (2) Extended travel assignments. Includes single trips *
of more than thirty days official travel.

(3) Eight hours or less of annual leave.
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(4) Anchorage Office employees. Employees assigned to
Alaska. Requests for annual leave while on travel Status shall be
approved by the Manager.

(5) Excess travel time - POV in lieu of common carrier.
When use of a privately-owned vehicle (POV) is authorized in lieu of
common carrier and reimbursement is limited to constructive cost, any
excess travel time must be charged to annual leave. This exemption covers
only the additional time required for direct motor vehicle travel for
official business over constructive travel time by common carrier. Any
additional annual leave of more than 8 hours is subject to the travel/leave
policy and other provisions of this paragraph.

C. Documentation. Annual leave in these situations requires
the usual supervisory approvals, and T&A recording. Such leave must be
shown in block 17 on the HUD 25, Official Travel Order, and on the SF 1012,
Travel Voucher.

(1) Time and attendance records (T&A). T&A records shall
continue to be maintained In accordance with current instructions.
Travelers are responsible for promptly reporting leave to T&A clerks.
Officials who approve T&A records are responsible for assuring that leave
taken in conjunction with official travel is properly recorded in the leave
records.

(2) Travel order requirement. An ITO, form HUD 25, is
required when annual leave is to be taken while on official travel status.
The beginning and ending of the annual leave and an explanation of the
unique or emergency situation must be shown on the travel order, or on an
attachment thereto which is referenced on the travel order. Block 11 must
show any amount of annual leave. Block 12 must show the beginning and
ending dates of official travel.

(3) Authorizing officials for travel/leave situations.
Travel orders that include annual leave must be signed by a travel
authorizing official in the employee®s supervisory chain of command at
least one level higher than the employee®s normal authorizing official. If
leave is requested in connection with Headquarters directed travel or other
travel authorized outside of an employee"s supervisory chain of command,
block 11 must be used prior to submission to the A.0. for the specific type
of travel. The A.0."s signature in block 21 will indicate approval of the
travel and the leave. The A.O0. shall annotate block 11 when the leave
request iIs disapproved.

(4) Certification of authorizing officials. Signature of
the authorizing official on the travel order certifies that (1) the travel
is essential; (2) the official purpose of the travel as stated on the
travel order is the sole reason for the trip at Government expense; (3) any
annual leave requested is purely incidental; (4) the requested leave is for
a bona fide unique or emergency situation; and (5) the leave will not cause
additional travel costs to the Government or deter efficiency of official



business.
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d. Unique situations. These situations cannot be precisely
defined because of their nature. The circumstances surrounding each
request for annual leave in conjunction with travel must be carefully
considered when determining whether a unique situation actually exists. A
Congressional Investigative Report cited incidences of travel involving
several weeks of leave combined with only 2-3 days of official travel. One
incident was cited of a trip spanning the Christmas holiday with only 1-1/4
days of official travel on a trip totaling 9 days. These types of
situations shall not be considered unique. The ratio of official/personal
travel shall be considered as a factor when determining whether a unique
situation exists. When the use of annual leave qualifies a trip for a
reduced air fare, it will generally be considered a unique situation.
However, these cases must be carefully considered on a case-by-case basis
considering other provisions of para. 1-1.9.

e. Emergency situations. An "emergency"” is a sudden, generally
unexpected occurrence or set of circumstances demanding Immediate
attention. Consequently, it is usually Impossible to document the annual
leave in advance. When emergency annual leave is taken but not shown on
the travel order, an explanation of the emergency must be included on the
travel voucher and the voucher must be approved by the higher level
authorizing official.

T. Records of travel/leave authorized or approved. Except for
exempt situations set forth in subpara. b, a copy of each travel order (or
travel voucher in the case of post approval) showing annual leave shall be
maintained in a separate file by each Regional and Category A Office and by
each travel control point in Headquarters. These records shall be
forwarded to Management Services Division, Room 5270, HUD Building, in
sufficient time for receipt by the 10th working day of each month. Field
offices shall forward their records to the Director, Office of Regional
Administration, for consolidated submission. Headquarters records shall be
forwarded on a consolidated basis by each operating budget holder. The
transmittal of these records shall specify the number of travel orders
and/or vouchers forwarded. These records will be used for post review of
approved travel/leave situations and to prepare reports required by the
Congress.

g- Scheduling annual leave. Both management and employees are
responsible for early scheduling and effective leave planning as provided
in Handbook 600.1, Hours of Duty, Absence and Leave. When an employee
requests leave to be taken while on travel status and the leave is denied
because it does not meet the unique or emergency situation criteria, the
requested leave should be rescheduled as soon as possible. Employees are
cautioned that if leave disapproved solely under the travel/leave policy is
forfeited at the end of the year, it will not meet the restoration of
forfeited annual leave provisions of the Handbook 600.1.

1-1.10. Funding of travel.



a. Appropriation of fund chargeable. As a general rule, the
cost of travel shall be charged to the appropriation or fund payrolling the
traveler. Exceptions are:
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(1) When i1t is in the interest of the Government for an
employee to perform official travel in connection with the activities of an
appropriation or fund other than that from which he/she is payrolled, the
travel costs (or a pro rata share thereof) may be charged to the benefiting
appropriation or fund, provided there are written instructions from
competent authority approving the practice or the travel order shows the
concurrence of the travel allowance holder or his/her designee.

(2) The travel costs of employees of other Federal agencies
and non-Federal employees authorized to travel at HUD expense shall be
charged to the benefiting appropriation or fund.

(3) When the reimbursable travel expenses are related to
transfer or appointment to a new official station, all costs of the travel
shall be charged to the appropriation or fund from which the employee will
be payrolled after reporting for duty at the new official station.

b. Administrative control. Under HUD"s system for
administrative control of funds, travel allowance holders or their
designees have the authority and responsibility for incurring obligations
against allotments issued to them. Each travel allowance holder is
responsible for providing the internal controls necessary to ensure the
availability of funds prior to the authorization of travel on HUD 25,
Official Travel Order.

C. Acceptance of travel reimbursement from outside sources.

(1) The Federal criminal statutes contain a general
prohibition against augmenting appropriations through the acceptance of
funds from outside sources (18 U.S.C. 209 and 36 C.G. 268). There are
certain specific cases in which Federal employees may accept such
contributions. Section 7(k) of the Department of Housing and Urban
Development Act, 42 U.S.C. Section 3535(k)(1), permits the Secretary to
accept donations for the purpose of aiding or facilitating the work of the
Department. Reimbursement of travel expenses (the donation) must be made
to the Department and NOT to any individual employee (46 CG 689). However,
in view of the general prohibition, arrangements involving payment of all
or part of a HUD employee"s travel expenses from non-Federal funds should
be critically reviewed to determine its propriety.

(2) Procedures. Non-Federal funds may be used for travel
of HUD employees under the following procedures.

(a) Authorizing official. PAO"s must approve in
advance each proposed official travel related donation whether in the form



of reimbursement or of goods and/or services provided in kind. This
authority may NOT be redelegated.

(b) Authorization process. A HUD 25, Official Travel
Order, shall be submitted to the appropriate PAO at least ten business days
prior to the start of the requested travel. Questions concerning whether
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acceptance of travel expenses from outside sources will create a conflict
of interest or an appearance of conflict of interest should be addressed
to the Office of General Counsel (G), Administrative Law Division (GML).

(c) Travel order documentation. Document on the
travel order, information containing the name of the donor and type of
organization and any other relevant data (e.g., whether the donor has
business dealings with the Department, contemplates such business
relations, or is regulated by the Department).

(d) In-kind contributions. The traveler shall not be
eligible for a travel advance when the transportation, lodging and
subsistence costs are furnished in-kind by an outside source. Normally,
the cost of value of in-kind contributions and the amounts of travel
reimbursements must comply with comparable standards of the Federal and HUD
travel regulations. Thus, an employee, except where otherwise permitted by
Federal regulations (e.g., for medical reasons), may not accept a first
class airline ticket from an outside source. Also, the cost or value of
hotel accommodations or meals provided in-kind should normally be
comparable to that permitted if the employee were traveling at government
expense. However, standard accommodations at the site of a convention or
meeting may be accepted even if the cost or value of the accommodations
exceed the dollar limitations as set forth in this handbook.

(e) Reimbursement of expenses. A traveler may not
accept money from an outside source under any circumstances. Travel
advances may be obtained for travel expenses to be reimbursed HUD by an
outside source. HUD reimbursement to a traveler is in accordance with
dollar limitations prescribed in this handbook, even though the amounts are
to reimbursed to the Department by an outside organization. When the
travel related expenses are to be reimbursed to the Department, it is the
responsibility of the traveler to obtain the reimbursement from the outside
source. Checks must be made payable to the Department of Housing and Urban
Development, attached to a copy of the travel voucher and forwarded through
the Administrative Officer (SA), Office of the Secretary (S), for deposit
to the Department®"s Gift Account for credit to the Handling and Negotiable
Securities.

() Government Employees Training Act. Non-federal
funds may be used for travel of employees for training or attendance at
meetings under the Government Employees Training Act (6 U.S.C. 4111). See
HUD Handbook 410.1, Personnel Policy, Employee Development and Training.



When acceptance of payment is approved under the provisions of Handbook
410.1, reimbursement by the Department is restricted as provided below:

(i) Expenses not reimbursable. When an approved
payment by a donor fully covers expenses incident to training in a
non-Government facility, or travel, subsistence, or other expenses incident
to attendance at a meeting, as described in Handbook 410.1, such expenses
are not reimbursable by the Department.
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(i1) Partial reimbursement. If an approved
payment by a donor does not fully cover expenses described above,
reimbursement by the Department is limited to an amount which will cover
the balance of the expenses to the extent authorized by law and regulation,
including 5 U.S.C. 4109 and 4110. In this situation, the travel voucher
shall include expense data in sufficient detail for a determination to be
made by the PAO as to whether the amount claimed is reimbursable under the
provisions of this paragraph.

(iii) Travel reduction. Notwithstanding any
other provisions of these guidelines for accepting reimbursement of travel
expenses, in the event of a mandated reduction placed on Federal travel,
including a limitation on the Department, such donations will not be
accepted.
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HOUSING AND URBAN DEVELOPMENT
TRAVEL REGULATIONS
Chapter 1. Travel Allowances
Part 2. Tran