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MEMORANDUM FOR: PAEs and OVHAR Regional O fice Staff

FROM Kurt Hahn, Director, Budget and Vouchers Division/s/

SUBJECT: CGovernnent Contract Expense Rei nbursenent Trave

Voucher Gui de

In order to assist PAEs in developing a better understanding of the Federa
governnment travel requirenents and in conpleting the Government Contract Expense
Travel Voucher Form the foll ow ng guidelines are provided:

1

PAEs that have not received a letter authorizing themto obtain discount
rates (lodging, car rentals) in accordance with governnment agreenents shoul d
request this letter fromM. Kurt Hahn, Director of Budget Division, OVHAR
Headquarters, (202) 708-0001, extension 3786. NOTE: GSA' s discounted
contract air fare rates are not available to contractors.

PAEs and their representatives nust use the nbst econonical node of trave
avail able. Travel should be by the nmpst expeditious and econom cal neans of
transportation practicabl e.

Travel conveni ence al one does not justify the use of higher cost
transportation and travel expenses.

VWhen possible, trips should be planned sufficiently in advance so that
the npst econonical prices are available to the traveler.

Each travel er nmust conplete a separate travel voucher.

Travel ers nust keep a detailed record of all expenses, except for neals
and incidental expenses (Ml Es).

Expenses nust be item zed for each travel day.

Supporting docunentation attached to the travel voucher should be in
chronol ogi cal order.

If nmultiple people are traveling together, while each individual nust
conpl ete a separate travel voucher, reinbursenent for everyone’'s expenses
nmust be requested on the sane Form 2. 14A or 2.14B. whichever is applicable.

If a traveler will be visiting nore than one property while on travel
status, the traveler nust detail daily expenses for the entire trip on one
travel voucher.

The PAE nust attach a separate summary breakdown of expenses as they
relate to the individual projects. Typically, this is determ ned by
taking the total costs for the individual travel expenses and dividing
by the nunber of projects visited during the trip.

The Forms 2.14A for all of the projects visited in one trip nust be
submitted at the sane tine.

P A travel voucher with original signatures and supporting docunentation



must acconpany the first project invoiced.

P A separate copy of the conpleted voucher, supporting docunentation and
proj ect expense summary breakdown nust be submitted with the other
respective invoices along with a reference to the original trave
voucher, e.g., sanple notation - “ Invoice nunber 999-99999-002
i ncludes travel voucher with original signatures.”

P Copies of receipts nmust be | egible.

1. A per diemallowance is a daily paynent for |odging, M Es for authorized
travel outside the official duty station or residence.

Per diemrates are established for every locality.

There is a standard per diemrate for localities within the U S. that do
not have a specific rate.

P FY 1999: $50 for |odging and $30 for Ml Es.

P FY 2000: $55 for |odging and $30 for Ml Es.

The maxi mum per diemrates are published in the Federal Register and may

be accessed at the GSA Wb Page (http://policyworks.gov/org/ main/nt/
honepage/ ntt/ perdienftravel .shtm).

2. For those PAEs that are subject to State per diemrates:

If State rates are | ess than Federal rates and are obtai nabl e,
rei mbursenent will be limted to the State rate.

In no event will reinbursenment exceed the Federal governnent rate for
applicable itens (lodging and M& Es), except in those cases specifically
identified bel ow

8. When a trip will conbine personal travel and business travel, the trave
voucher nust:

Include a witten notation that clearly identifies the dates and costs
associated with the official business portion of the trip versus the
personal portion.

Request rei nmbursenent and include supporting docunentation for only the
busi ness travel portion of the trip

P For those bills/receipts that cover both types of costs, the traveler
nmust clearly note on the invoice those costs associated with the
busi ness travel.

Additional air fare costs incurred due to an extended stay (e.g.
departing on a peak travel day) nust be borne by the traveler.

9. Costs associated with copying files, buying disposable caneras, and photo
processing fees are not eligible travel costs. Reinbursenent for these
costs nust be requested under item 6, Use of O her Subcontractors, on Form
2. 14A

10. Al corrections nust be initialed by the traveler.

E ifi i del i : .
1. l[tem 1. Nane of Traveler - Self-explanatory.
2. [tem 2. Hone Office - PAE name.

3. Ltem 3. SSN - Not applicable.

4. ltem4. Contractor |lnvoice Nunber -

Form 2, 14A. PAE voucher nunber assigned to the specific asset plus a
sequential nunbering system (starting with 001), which will track the
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11.

12.

nunmber of vouchers submtted on a specific asset, i.e., 012-15999-001.
(OWHAR s preference is to use the FHA project nunber, but this is not
mandat ory.)

Form 2. 14B. PAE voucher nunber can be used for all non-asset specific
vouchers plus a sequential nunmbering system (starting with 001), which
will track the nunmber of non-asset specific vouchers, i.e., 1099-001.
(OVHAR s preference is to use the PAE contract nunber)

VWhen nultiple projects are visited during one trip, leave this item
bl ank so that after copies are made of the original voucher, the
appropri ate voucher nunber can be inserted. Refer to Item5 under
General Guidelines.

I[tem5. Residence - Self-explanatory. Traveler’'s full residential address
(street address, city and state) must be provided in all cases when a
privatel y-owned vehicle is used as the node of travel and reinbursenent for
mleage fromthe traveler’s residence is being requested.

Ltem 6. Contractor’s Name - PAE subcontracting firm
Lltem 7. Contractor Nunmber - PAE contract number.
ltem8. There is no item8 indicated on the form

l[tem 9. Date Expense |ncurred - Provide a daily breakdown.
Ltem 10. Nature of Expense -

Provide a brief explanation of each expense.

The departure time for the first day of travel and return tinme for the
| ast day of travel nust be specified.

ltem 11. - M&IEs include all neals costs and
tips for hotel staff.

M&l Es are limted to the Federal governnment per diemrate.

P Per diemis allowed only when the traveler is in travel status for
nore than 12 hours and has traveled nore than 50 miles fromtheir
official duty station.

P If tripis 12 hours or less, the traveler is not eligible for per
diem but is eligible for reinmbursement of other travel related
expenses such as air fare, ml|eage for use of privately-owned vehicle,
etc.

P For the first and | ast day of travel, reinbursenent is limted to 75
percent of the Federal government rate.
Receipts for M& Es are not required

The cost of transportation to obtain neals will only be rei nbursed under
Item 16, Ot her, if a supporting explanation denonstrates that dining
facilities are not within wal king distance of the work site/ and/or

pl ace of 1 odgi ng.

Ltem 12. Lodging - Cost of lodging is generally limted to the |esser of
the actual costs or the Federal rate.

Actual costs, exceeding the Federal rate will only be allowed if
docunentation is subnmtted which denonstrates that the Federal rate was
not obt ai nabl e.

P Documentation nust list the hotel facilities contacted (m ninmally,
three facilities nmust be contacted) and the rate quoted.

Lodging roomtax is reinbursable under Item 16, O her

OAG s hotels at per diemweb site (http://gov.oag.con gsal/results. asp)



provides information on facilities that may provide the Federal rate to
contractors.

13. l[tem 13. [otal Per Diem- Self-explanatory.

14. ltem 14. Air Fare - Reinbursenment will be linmted to coach fare. A copy
of all tickets and boardi ng passes nmust acconmpany the voucher. |If an E-
ticket is used, a copy of the itinerary (mnimally nmust provide specifics
on flight information) and all boardi ng passes are required.

If travel plans change during the course of the trip, a brief

expl anation of the reason for the ticket change is required.

P Travel conveni ence, alone does not justify the use of higher cost
transportation and travel expenses.

P Additional air fare costs to change tickets for a return flight that
| eaves earlier must be borne by the traveler.

15. ltem 15 Car Rental /POV M| eage -
Car Rental - A witten justification is needed for a rental car
P Conpact cars nust be used to the extent reasonable.

P A copy of the rental agreenent is required if recei pt does not
i ndicate type of car rented, e.g., conpact or specific nake and nodel

P Reinbursement is limted to the cost of the car rental. Cost of gas
shoul d be cl ai ned under Item 16, O her. Only those individuals
identified as drivers on the rental agreement are eligible for gas
rei mbursenent .

P Excess costs for renting a luxury car will be the responsibility of
the traveler.

POV M| eage - Wien a traveler uses a privately-owned vehicle, a flat
mleage rate will be allowed for the driver of the vehicle regardl ess of
the nunber of persons in the vehicle.

P FY 2000 - 32.5 cents (after 1/14/00); FY 1999 -31 cents.
P Show nunber of miles traveled in Item 10, Nature of Expense.

16. [tem 16. QOher:

Bills/receipts for other travel costs (except for train costs) that are
$75 or under are not required to be included with the voucher submtted
to OVHAR. However, the PAE nust retain all original bills and receipts
(as well as those for other expenses that are $75 or under). NOTE:
Thi s exception for submnmi ssion of bills and receipts to OVHAR for costs
that are $75 or less only applies to “other” travel costs.

Tel ephone Calls. All long-distance calls nust be item zed.

P A brief explanation, which includes the igi i i
purpose of each long-distance call clained on the travel voucher, nust
be provided.

P Only business calls related to the Mark-to-Market Program are eligible
for reinbursenment.

Taxis. Taxis nmay be used when no other transportation is reasonably

available or a taxi is the | east expensive neans of transportation

(considering duty time lost with slower transportation.)

P Tips may not to exceed 15 percent of the basic fare.

P Consider limting the taxi ride to/fromthe point where cheaper
transportation is available, e.g., take an airport |linmousine to the
downtown area and a taxi to your destination

P Refer to item 11 above (M& Es) for use of taxis to obtain neals.

Trains. Trains may be used for short distance travel. A copy of the
purchase recei pt nust be submtted.

Airport Parking. Airport parking expenses may be reinbursed. Travelers
must conpare the cost of a taxi to and fromtheir residence/office to



17.

18.

19.

20.

21.

22.
23.

the cost of nileage reinbursenent and airport parking. Long-term
parking airport facilities nust be used if travel status is nore than
one day.

ltem 17. [otal - Self-explanatory. Check subtotals/totals both up and
down and across.

[tem 18. [otals - Self-explanatory. Check subtotals/totals both up and
down and across.

l[tem 19. Certified Correct - Miust reflect original signature of the
travel er and date formis signed by traveler. Refer to Item5 under
General Cuidelines.

ltem 20. Total Reinbursement - Self-explanatory.

Ltem21. Privacy Act Statement - Self-explanatory.

Ltem 22. There is no Item 22 indicated on the form

ltem 23. Certification - Miust reflect name, title, original signature of

authorizing and the date travel voucher is signed. This Iine my not be
signed by the traveler

Any questions regarding this guideline or Federal governnment travel requirenents
shoul d be directed to the OVHAR Resource Desk at http://ww. omhar.com



