Frequently Asked Travel Questions
For the Reviewers
General Travel Rules
You must exercise the same care in incurring travel expenses that a prudent person would exercise if traveling on personal business. You should have written or electronic authorization or invitation before incurring any travel expense. VA reviewers will receive a travel authorization. Non-VA reviewers will receive, and must return, a signed letter of agreement.
VA may pay only those expenses essential to official business, which include 1) Transportation, 2) Per Diem (lodging, meals, incidentals), 3) Miscellaneous, 4) Special needs and disabilities. Regarding transportation, VA selects the method most advantageous to the government, when cost and other factors are considered. Travel must be the most expeditious means of transportation essential and necessary for you to perform your duties. In addition, VA considers energy conservation, total cost to the government, total distance traveled, number of points visited, and number of travelers. 

VA will not pay for excess costs resulting from circuitous routes, delays, or luxury accommodations or services unnecessary or unjustified in the performance of official business.
1.    What is the commuting distance for local travel?

Travel within commuting distance is defined as travel from home of residence to temporary duty site minus your local daily commute that is within 50 mile radius.  Outside commuting distance is considered outside 51 or more mile radius from home of residence to temporary duty site.  Travelers who are within (50 miles) commuting distance are not authorized overnight  stay and will not be reimbursed, travelers with extenuating circumstances who are within commuting distance (50 miles) may be authorized overnight hotel stay, however approval prior to travel commencement must be given in writing by the Program Manager (no exceptions).

Travelers outside commuting distance (51 miles or more) are authorized an overnight hotel stay.  Program Managers will provide specific instructions and information concerning hotel accommodations.

2.    Can I take a car service to/from the airport?

VA authorizes/approves the use of:

· Taxicabs

· Shuttle Services

When authorized/approved for the use of special conveyance to and from a carrier terminal, you will be reimbursed for the usual fare plus reasonable tip for use of the service.  A “reasonable tip” as defined by VA policy is not more than 15% of the fare.  If there is no fare then the tip must be no more than 15% of what the trip would cost.

You are not authorized to use a limo service.
When specifically authorized/approved for use of taxi or shuttle service, local travel is reimbursed:

· Between places of business at an official or TDY station.
· Between a place of lodging and a place of business at a TDY station.

· To obtain meals at nearest available place where the nature and location of work at a TDY station are such that meals cannot be obtained.

· Between your residence and office on a day you perform official.

Note: Courtesy transportation service furnished by hotels/motels should be used to the maximum extent possible as a first source between place of lodging and the TDY station and common carrier terminal.

3.    Can I bring my spouse with me?

Yes, you may bring your spouse with you but you are responsible for paying all your spouse’s expenses, including any additional hotel room expenses incurred.  You must use a separate travel engine to book the trip.  VA will reimburse for your travel only, and will not reimburse you for any additional guests.

4.    What if I stay in a different hotel - will I still get reimbursed?
You may stay at a different hotel, but will only be reimbursed at the Government per diem rate which you should request of the hotel prior to booking.   Any additional cost is paid by you.
If you choose to stay at another hotel please let the Program Manager know as early as possible so that you not be counted on the rooming list.  
5.    Can I stay an extra night?
You may stay an extra night if you are traveling from Washington State, Oregon, Nevada, or California.  This request must be approved in advance by the VA. Please contact your Program Manager, who will send the request to the appropriate Administrative Officer. 
6.    If adverse weather occurs, will you pay for any extra time I am forced to stay?

You can only be reimbursed for “Acts of God,” such as hurricanes, tornadoes, or earthquakes. 

7.    Can I change my plane ticket after I arrive at the VA meeting?  Will VA pay for any change fees?

Yes, you can change your flight.  However any fees or increase in cost will not be reimbursed.
8.    I will come to the VA meeting from one location but depart to a different one after the meeting.  How does VA cover the travel?  

VA will calculate the cost of your flight from work or residence to place of duty and return, reimbursement will not exceed the round trip total.

9.    Can I rent a car while on travel?

In most cases, use of a rental car is not authorized. However, when a rental vehicle is determined to be advantageous to the Government, and you are specially authorized, you may use a rental vehicle.  All requests must be approved in advance by VA representatives. A compact size car is the standard size authorized/approved for use.  When the mission requires, or to accommodate a disability or special need, a larger size vehicle may be authorized/approved.  

All rates offered must include unlimited mileage, with the exception of one-way rentals.  

Additional expenses that may be claimed:

· Gas related to official duty

· Parking fees
· Bridge, road, tunnel, or toll fees

Non-reimbursable products and service that may be obtained at personal expense:

· Cellular car phone

· Satellite or premium radio systems

· Global Positioning System, mapping or directional systems

· Collision Damage Waiver or Theft Insurance

· Personal accident insurance
11.    Can I use a privately Owned Vehicle (POV)?
You may be authorized to use your POV for official travel.  All requests for use of POV must be approved in advance by the appropriate VA representatives.
If POV is determined to be the most advantageous mode of travel, you will be reimbursed the full mileage rate current at the time of your travel. Mileage reimbursement is computed by multiplying the distance traveled by the applicable mileage rate as found on:   http://www.gsa.gov/portal/content/100715#
Expenses that may be claimed in addition to mileage are:

· Parking fees
· Ferry fees

· Bridge, road, tunnel, or toll fees

Expenses that are not reimbursable:


o
Repair/Maintenance Charges

o
Towage


o
Depreciation



o
Insurance


o
Replacements



o
State and Federal Taxes


o
Gas




o
Grease, oil, antifreeze

If you are involved in an accident, due to no fault or negligence on your part, you must submit a Motor Vehicle Accident Report (SF-91), and may be entitled to some expenses related to the repair of your POV.
12.    What is the Per Diem Rate?
Per Diem is a daily payment instead of reimbursement for actual expenses for lodging, meals, and related incidental expenses (M&IE) related to subsistence.  It is distinguished from transportation and other miscellaneous expenses.
You must meet all the following conditions to be eligible for an allowance (per diem or actual expense):

· Performing official travel away from your official station, or other areas defined by VA,

· Incurring per diem expenses while performing official travel, and

· In a travel status for more than 12 hours.

Note:  You will not be reimbursed per diem expenses if your travel is less than 12 hours.  

Methods for reimbursing per diem are:

· Lodging-plus per diem (standard – no action required)

· Reduced per diem (Must be authorized/approved in advanced of travel)

· Actual expense (Must be authorized/approved in advance of travel)

TDY location, not lodging location, determines your maximum per diem rate:   http://www.gsa.gov/portal/category/21287.   This entitlement begins the day you depart your home, office, or other authorized point and ends on the day you return to your home, office or other authorized point.
13.    May I take the train instead of flying?

Yes. 
IN CASE OF EMERGENCY PLEASE CONTACT YOUR VA POINT OF CONTACT
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