Travel Data Elements
Purpose Codes
· Employee Emergency - Travel related to an unexpected occurrence/event or injury/illness that affects the employee personally and/or directly that requires immediate action/attention.
· Mission (Operational) - Travel to a particular site in order to perform operational or managerial activities. Travel to attend a meeting to discuss general agency operations, review status reports, or discuss topics of general interest. Examples: Employee's day-to-day operational or managerial activities, as defined by the agency, to include, but not be limited to: hearings, site visit, information meeting, inspections, audits, investigations, and examinations.
· Special Agency Mission - Travel to carry out a special agency mission and/or perform a task outside the agency's normal course of day-to-day business activities that is unique or distinctive. These special missions are defined by the head of agency and are normally not programmed in the agency annual funding authorization.
· Conference (Other than Training) - Travel performed in connection with a prearranged meeting, retreat, convention, seminar, or symposium for consultation or exchange of information or discussion. Agencies have to distinguish between conference and training attendance and use the appropriate identifier.
· Training - Travel in conjunction with educational activities to become proficient or qualified in one or more areas of responsibility. 5 USC 4101(4) states that "'training' means the process of providing for and making available to an employee, and placing or enrolling the employee in a planned, prepared, and coordinated program, course, curriculum, subject, system, or routine of instruction or education, in scientific, professional, technical, mechanical, trade, clerical, fiscal, administrative, or other fields which will improve individual and organizational performance and assist in achieving the agency's mission and performance goals." The term "conference" may also apply to training activities that are considered to be conferences under 5 CFR 410.404, which states that "agencies may sponsor an employee's attendance at a conference as a developmental assignment under section 4110 of title 5, United States Code, when: (a) The announced purpose of the conference is educational or instructional; (b) More than half of the time is scheduled for a planned, organized exchange of information between presenters and audience which meets the definition of training in section 4101 of title 5, United States Code; (c) The content of the conference is germane to improving individual and/or organizational performance, and (d) Development benefits will be derived through the employee's attendance." Agencies have to distinguish between conference and training attendance and use the appropriate identifier (see Conference—Other Than Training above). Examples: Job required training, Internships, Intergovernmental Personnel Act, and forums.

Travel By Purpose
· Number of Trips - Number of trips being reported by the organization for the corresponding fiscal year for the selected purpose (see corresponding element below).  A trip is counted if it was funded in the fiscal year of the report, even if the trip bridges fiscal years.  Trips are determined by vouchers, not booked travel.
· Average Trip Duration - Number of days required to perform TDY, calculated as the median number of TDY days for each trip, for the selected purpose.
· Total Travel Cost - Total cost of the travel being reported in US dollars. Costs include all transportation, lodging, M&IE, relocation expenses and all other associated costs such as fees, taxes, currency exchange costs, etc., for all travel for the corresponding purpose.  Does not include travel program overhead costs.

Lodging 

· Lodging Cost - Total cost paid for lodging for official travel.  

Travel Modes 

· Common Carrier Transportation (Air, Train, POV, Bus, Ship, other transit systems) - Travel by common carrier is presumed to be the most advantageous method of transportation and must be used when reasonably available  This is for primary travel between the duty and TDY(s) locations, in and around the TDY location.
· Rental Car - If no Government-furnished automobile is available, but your agency has determined that travel must be performed by automobile, then a rental car should be authorized.
· Transportation Network Companies (TNC) - A corporation, partnership, sole proprietorship, or other entity which provides prearranged transportation services for compensation using an online-enabled application or platform (such as smart phone apps) to connect drivers using their personal vehicles with passengers.  Examples include Uber, Lyft and any other shared ride services.  Note:  Certain jurisdictions may have limits or prohibit the operation or use of TNCs.
· Innovative Mobile Technology Companies (IMTC) - An entity that applies technology to expand and enhance transportation choices, better manages demand for transportation services, or provides alternatives to driving a POV or traditional daily/weekly rental car, or taking a taxi/TNC.  Examples include shared bikes or cars for short term use, e.g., partial hour rentals.  Note:  Certain jurisdictions may have limits or prohibit the operation or use of innovative mobility technology companies.
· TDY Local Public Transportation – Local public transportation acquired while on temporary duty travel such as local transit systems, bus, metro/subway, etc.
· Number of Instances - A trip will typically require different modes of transportation; count each instance a mode is used.  For example, a trip may require the use of air, train, and car rental, to accomplish the mission.  
[bookmark: _GoBack]Note: There is not a relationship to the total "trip" count and "instances".
· Transportation Cost - Total cost associated with each mode of transportation listed above. All paid fees, tips, and taxes should be included.  

