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Summary

All of the General Services Administration’s (GSA’s) efforts, as reflected in this GSA Federal Emergency Travel guide, are intended to prepare the Federal Government to continue official travel operations in an evacuation, catastrophic event or natural disaster, while safeguarding Federal employees officially away from their official or temporary duty stations.
Essential Functions

The Federal agency must be prepared to make quick decisions as to what functions are to be continued on site in an emergency situation versus alternative site.  An employee, for example, on official travel away from the stricken area may have no home/office to return to—the agency with creative thinking may temporarily detail the employee to a safe region.  Employees on site in support of an incident of National significance are generally under the effect of a National Response Plan and follow those established guides.

Providing the Best Environment for Employees

GSA intends to educate officials and employees about considerations and actions in light of actual emergency events.  What are the employee’s options if en route and an evacuation event occurs?  If lodging is not available?  If transportation has stopped?

Communication

GSA strives to provide timely and accurate information (www.gsa.gov/travelpolicy for Federal travel regulations/guides; and http://www.usa.gov/ for the gateway to Federal Government—Note: one way to search is by entering “disaster Federal travel regulations”) to employees and stakeholders about what the Government is doing and what action may be taken.

General

Terms
Catastrophic Event—an occurrence inflicting widespread destruction and distress.

Evacuation—the authorized or ordered departure of an employee and members of the employee’s immediate family.  (See FTR 300-3.1 and OPM’s 5 CFR 559.402 for definition of immediate family.)

Federal Travel Regulation (FTR)—(41 CFR 300-304) www.gsa.gov/ftr. 
Natural Disaster—a calamitous event bringing damage, loss, or destruction caused by nature (e.g., hurricane, tornado, flood).

Safe Haven—a location or place officially designated by the agency head or designee where the employee and/or immediate family members are ordered to, or to an alternate location approved by the agency head or designee under individual circumstances when in interest of the Government. 

Authorities

(  Evacuation authority is vested with Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA), Office of Personnel Management (OPM), and officials of State and local governments involved in emergency management and preparedness, and the U. S. Department of State (DoS) for foreign areas.

(  Payment of evacuation allowances authority is at OPM, and the DoS for foreign areas.

(  Title 5 CFR Part 550, Subpart D, Payment During Evacuation, issued by OPM.

(  Title 5 U.S.C. 5725 for transportation of employee’s immediate family members and household goods to a safe haven location when an evacuation is authorized/ordered.

(  Title 5 U.S.C 5522 for advanced pay, allowances, and differentials when employee and/or immediate family members are authorized/ordered to evacuate employee’s permanent duty station.

(  Department of Defense (DoD) Instruction 1400.11, adopted for the DoD governing provision of the DoS Standardized Regulations (DSSR), chapter 600, Payment During an Ordered/Authorized Departure (for ordered/authorized evacuation from foreign area) (http://www.dtic.mil/whs/directives/corres/html/140011.htm). 

Evacuation Special Allowances

(  Evacuation special allowances are in addition to any other form of payment or reimbursement received from Federal, State or local authorities as a result of an official evacuation or destruction of property.

(  Allowances payments shall not exceed 180 days, but may be terminated earlier by the appropriate authority.  (5 CFR 550.407)

(  Special allowances are based on GSA-prescribed per diem rates (www.gsa.gov/perdiem).

(  Payment for allowances for temporary duty, permanent or temporary change of station should be in accordance with the FTR and the agency’s internal policies.  The agency must determine which payments are travel-related and which are evacuation allowances permitted in 5 CFR 550.405, and what forms or procedures employees are to use for claiming reimbursement.

(  See Internal Revenue Service Bulletin 2006-05 (January 30, 2006), Notice 2006-10, for treatment of certain travel, lodging, and other allowances paid by Federal Executive agencies to employees evacuated from [Hurricane Katrina] core disaster area. 
Other resources

(  GSA’s First.Gov web site http://www.usa.gov/, the U. S. Government’s official web portal, provides assistance/links to enable employees and family members to seek information about lost loved ones; to agencies responsible for victim assistance; a “How to Help” section to donate and volunteer; current progress of relief efforts; and information to replace vital records, related hotlines, frequently asked questions, and missing persons lists and search.
(  GSA’s FirstGov en Espanol web portal, an integral part of the Bush Administration’s E-government agenda, provides online information and services to the more than 26 million Spanish-speaking residents of the United States. 
(  Access to governmentwide information and services is also available through 

1-800-FED-INFO.
(  Emergency Governmentwide waiver of the FTR (41 CFR 300-304), when appropriate, will be published at http://www.gsa.gov/ftr specifying affected locations and effective dates of waived FTR provisions.  

Employee/Agency

En route or at temporary duty location

(  If an event occurs causing an evacuation, employee should stop and contact their supervisor immediately for instructions and report his/her status by telephone or e-mail; terminate temporary duty assignment and return to official station; or proceed to authorized safe haven location and return to temporary duty location when safe to do so.

(  If supervisor or designated official is not immediately available, employee should follow guides of local authorities.

Travel authorization
(  Generally, written or electronic authorization is required prior to incurring expenses.  However, agency may approve specific authorization for reimbursement of travel expenses after travel is completed.  (FTR 301-2.1)
(  Agency should be prepared—use of a blanket travel authorization for a group of individuals for disaster response may help agency manage the funding part of travel vouchers.  If each individual traveled on own blanket travel authorization, funds management part of travel would be cumbersome and labor intensive.

Evacuation of permanent or official duty station

Proceed to safe haven location designated by agency; monitor television, radio and/or agency web site for information and instructions; maintain contact with supervisor or designated official.

Available options to continue to perform duties

The agency may place the employee in a temporary duty status at the safe haven location or any other location designated by the agency head or designee.  Also, the agency has the option of issuing a temporary or permanent change of station.  (FTR 302-3, Subpart E)
Use of Government contractor-issued travel charge card

(  DO NOT use Government contractor-issued travel charge card to pay for expenses of any other individual.

(  Employee may use Government contractor-issued travel charge card for other expenses that are necessary to perform official travel assignment.  Examples of expenses that may be charged to Government contractor-issued travel charge card include, but are not limited to:

· Special clothing, boots required to perform travel assignment.

· Portable bed, bedding, folding cot, sleeping bag if such bedding is unavailable at place of lodging.

· Flashlight, batteries and portable generator for heat and electricity.

· Gas cans when necessary to carry fuel for privately owned or rental vehicles.

· Bottled water, towels (paper/cloth), sanitized wipes.

· Other miscellaneous expenses not included in the FTR or stated herein when necessarily incurred in connection with transaction of official travel may be allowed with agency approval.

(  Employee may use Government contractor-issued travel charge card for other expenses incidental to official travel and necessary for fulfillment of agency’s mission.  These expenses are allowable only for official business travel.  When card is used for these expenses, employee is personally responsible for payment of all charges even if the expenses are not reimbursable.

(  In view of the nature and destruction caused by a catastrophic event or natural disaster, the agency should take steps to remove the merchant block codes with charge card vendors, when warranted and appropriate, to ensure that Federal travelers may charge travel-related items necessary to complete agency’s mission.

Meals

(  Payment of evacuation allowances rests with OPM, and DoS for foreign areas.  
(  Evacuation special allowances are in addition to any other form of payment or reimbursement received from Federal, State or local authorities as a result of an evacuation or destruction of property.  
(  Evacuation special allowances payments shall not exceed 180 days unless terminated earlier by the appropriate authority. (5 CFR 550.407)

Lodging

(  If conventional lodging is not available, employee is entitled to different types of lodging prescribed in FTR 301-11.12 as follows:
· Government quarters.
· Lodging with friend(s) or relative(s).  Employee entitled only to additional costs incurred by host and when agency determines substantiated costs to be reasonable.  Agency will not reimburse cost of comparable conventional lodging or a flat “token” amount.

· Nonconventional lodging.  Agency may reimburse cost of other types of lodging when conventional facilities are in limited supply due to disaster or other catastrophic events.  Examples are college dormitories or similar facilities or rooms not offered commercially but made available to public by area residents in their homes.

· Recreational vehicle (trailer/camper).  Agency may reimburse expenses (parking fees, fees for connection, use and disconnection of utilities, electricity, gas, water and sewage, bath or shower fees, and dumping fees) that may be considered a lodging cost.  Also, see rental vehicles below.

Rental vehicles

(  If agency authorizes an RV/trailer/camper as a special conveyance pursuant to FTR 301-10.400, agency may also authorize a rental automobile to tow when determined to be advantageous to the Government and necessary to accomplish agency’s mission.

(  If agency has placed employee in a temporary duty status at a safe haven location, agency may authorize use of one rental vehicle for official business purposes only.  The rental duration is at the discretion of the agency.

(  If conventional lodging is not available at the safe haven or temporary duty location, the agency may authorize rental of a motorized RV as a special conveyance.  Cost of parking, fees for connecting/disconnecting utilities (electric, gas, water and sewage, bath or shower), and dumping fees are reimbursable as a lodging expense.

(  If conventional lodging or motorized RV is not available, agency may authorize the rental of a camper trailer plus a rental vehicle for towing.  Cost of parking, fees for connecting/disconnecting utilities (electric, gas, water and sewage, bath or shower), and dumping fees are reimbursable as a lodging expense.

Household goods (HHG)
(  Under authority of Title 5 U.S.C 5725 and policy prescribed by the agency, agency may pay for transportation of HHG and personal effects of employees evacuated from their official station to the safe haven location of residence or available storage.

(  HHG storage at Government expense may be authorized only if the employee was given a permanent or temporary change of station, and storage is not to exceed 180 days.

(  Agency must prescribe internal agency policy governing reimbursement or payment for shipment and/or storage of HHG.  Shipment cannot exceed 18,000 net pounds as prescribed in FTR Part 302-7.

Transportation

(  In the event of airport closure or other loss of transportation, employee should maintain contact with supervisor or designated official for direction.
(  If supervisor or designated official is not immediately available, employee should proceed under guides of local authorities.

Reimbursement claims
(  Agency should pay or reimburse claim(s) for temporary duty, permanent or temporary change of station as prescribed in the FTR and the agency’s internal policy governing the payment of travel and relocation expenses.  
(  In addition, the agency must determine which payments are travel-related and which are evacuation allowances permitted in 5 CFR 550.405 and what forms or procedures the employee is to use for claiming reimbursement.

(  Agency should note correct use of appropriation funding numbers, travel versus evacuation allowances.
(  Sample payment for evacuee travel and subsistence expenses follows:
EVACUEE SAMPLE FOR PAYMENT OF TRAVEL AND SUBSISTENCE EXPENSES, by GSA
	EXAMPLE

	An employee, the employee’s spouse, one child age 12 and one child under age 12 were evacuated from a CONUS duty station to a CONUS safe haven.  The daily actual lodging cost incurred at the safe haven by the employee and three dependents, who shared one room, was $95 plus $7.60 for lodging taxes (8%).  The maximum per diem applicable at that location was $99, consisting of $38 for M&IE and a maximum allowance of $61 for lodging. 

	

	(a)  Unless a lower rate is authorized under the provisions of 5 CFR §550-405(b)(3), the maximum daily amount that may be paid to the employee and three dependents for the first 30 consecutive days is determined as follows (See 5 CFR §550.405(b)(1)): 

	The employee and each dependent age 12 or older is authorized per diem up to the full rate ($99), which in this case is $38 for M&IE and up to $61 for lodging.  Each dependent under age 12 is authorized per diem up to 50 percent of the rate.

	
	M&IE
	Maximum 

Lodging
	Total

	
	
	
	

	Employee:
	$38
	$61
	$99

	Employee’s spouse
	$38
	$61
	$99

	Child (12 or older)
	$38
	$61
	$99

	Child (under 12)
	$19

($38 x 50%)
	$30.50

($61 x 50%)
	$49.50

	Maximum daily amount that may be paid for costs incurred by the employee and three dependents:
	$133
	$213.50
	$346.50

	

	(b)  Determine the actual total daily amount for the first 30 consecutive days, within the maximum amounts shown in (a) ($133 for M&IE and up to $213.50 for lodging), as follows: 

	M&IE:
	$133 (The M&IE in this daily amount is paid to cover cost meals and incidental expenses for the employee and three dependents.  No itemization or receipts are required.)

	Lodging:
	$95 (This is the actual daily amount (not including lodging tax) paid for lodging by the employee and three dependents, which is less than the maximum ($213.50) that may be reimbursed.  A lodging receipt is required for this amount.)

	Daily amount:
	$228 (Daily amount that is payable to the employee and dependents (within the maximum $346.50 established in (a) for costs incurred by the employee and three dependents for the first 30 consecutive days)).

	Lodging Tax:
	$7.60

	Total: 
	$235.60 (Actual daily amount paid to employee and dependents for costs (including lodging tax) incurred by the employee and three dependents for first 30 consecutive days).

	

	(c)  Beginning on the 31st day per diem is computed at 60 percent (for employee and dependents 12 or older) and 30 percent (for dependents under 12) of the applicable per diem rate prescribed in https://www.gsa.gov/perdiem, unless a lower rate is authorized under 5 CFR §550-405(b)(3).  Determine the maximum daily amount starting on the 31st through the 180th consecutive days that may be paid for the employee and three dependents in this example as follows: 

	
	M&IE
	Maximum 

Lodging
	Total

	Employee
	$22.80

($38 x60%)
	$36.60

($61 x 60%)
	$59.40

	Employee’s spouse:
	$22.80

($38 x60%)
	$36.60

($61 x 60%)
	$59.40

	Child (12 or older)
	$22.80

($38 x 60%
	$36.60

($61 x 60%)
	$59.40

	Child (under 12)
	$11.40

($38 x 30%)
	$18.30

($61 x 30%)
	$29.70

	The maximum daily amount that may be paid for costs incurred by the employee and three dependents:
	$79.80
	$128.10
	$207.90

	

	(d)  Determine the actual total daily amount that is paid for 31st to 180th consecutive days, within the maximum amounts shown in (c) ($79.80 for M&IE and up to $128.10 for lodging), as follows:

	M&IE:
	$79.80 (The M&IE in this daily amount is paid to cover cost of meals and incidental expenses for the employee and three dependents.  No itemization or receipts are required.)

	Lodging:
	$95 (This is the actual daily amount (not including lodging tax) paid for lodging by the employee and three dependents, which is less than the maximum ($128.10) that may be reimbursed.  A lodging receipt is required for this amount.)

	Daily amount:
	$174.80 (Daily amount that is payable to the employee and dependents within the maximum $207.90 established in (c) for costs incurred by the employee and three dependents for the 31st to 180th consecutive days).

	Lodging Tax:
	$7.60

	Total: 
	$182.40 (Actual daily amount paid for costs (including lodging tax) incurred by the employee and three dependents for the 31st to the 180th consecutive days).


NOTE:  The dollar values and per diem rates used herein are for illustrative purposes only.  Check the Federal Travel Regulation and the GSA website for current dollar values and per diem rates.
PAGE  
8
DRAFTv2 7/09/07

JGroat (MTT)

202-501-4318


