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SUBJECT:   Policy Letter 4-2, Local Transportation Utilized in Connection with Official Business

1.  References.  AR 58-1, US Reg 58-1

2.  Purpose.  This policy prescribes procedures for the control, approval, and reimbursement of expenses for performance of authorized local travel.  It also establishes the specific area which may be authorized for local travel, except for dependent school children who will be transported in accordance with DOD 4500.36-R.

3.  Applicability.  The provisions of this policy are applicable to military and civilian personnel of the 222d Base Support Battalion, to include tenant activities who are required to use government, commercial or private transportation in the conduct of official government business within and around their assigned duty stations, permanent or temporary.

4.  Objectives.  To provide guidelines for personnel in the 222d BSB and tenant units to obtain reimbursement for local commercial transportation or privately owned vehicle (POV) transportation.  Reimbursable transportation may be utilized in conjunction with official business when no government transportation is available.

5.  Definitions.


a.  Area:  The local area in which transportation expenses may be authorized or approved for conducting official business will be within the geographical area of the 222d Base Support Battalion (Baumholder, Idar-Oberstein, Neubruecke and Hanau).


b.  If a traveler is required to stay multiple days at a site, this policy does not apply.


c.  Transportation Sources:  Those available for use by military and civilian personnel within the intent of this policy are as follows:
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(1)  Government transportation is transportation owned, leased or chartered by any US Government agency.



(2)  Commercial transportation is transportation commercially owned and operated (such as streetcars, buses, trains, subways, taxi cabs, boats, and other surface modes with fares) not furnished or paid for by the government.



(3)  Private transportation is any privately owned conveyance used by personnel for official business.


d.  Operating official:  The supervisor of any employee who is required to perform travel for official business.


e.  Traveler:  The employee who must perform travel for official business.

6.  Policy.


a.  222d BSB supports local transportation requirements of all assigned, tenant or satellite units and activities.  This covers Transportation Motor Pool (TMP) furnished non-tactical vehicles (NTVs), as well as reimbursement for commercial transportation and use of privately owned vehicles when government assets are not available.


b.  Under no circumstances will local travel be used solely to allow payment of higher travel rate.  The “local area” definition will be the governing factor.


c.  The duration of travel, to include time and stay at a location, should be short in nature (normally less than eight hours) and be performed within regular duty hours.  This provision does not prevent use of this option if unusual or unscheduled missions require travel during periods other than normal duty hours i.e., customs inspections.


d.  Tenant units requesting and utilizing the provisions of local travel from BSB will furnish their estimated requirements for the next fiscal year in miles and number of travelers, to the Directorate of Resource Management, 104th Area Support Group, by 1 Sep of each fiscal year.


e.  Travel to and from work:  Travel from housing areas or economy residence does not qualify for reimbursement.  This does not, however, preclude movement of enlisted persons between troop billets and work areas.


f.  Government transportation must be requested in person and found to be unavailable before private transportation is authorized.
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7.  General.


a.  Local travel for US and local national employees is authorized and may be used for performance of official travel at permanent duty stations.  Duty trips with POV or commercial means outside the permanent duty station to locations not indexed as a neighboring one must be covered by unit orders (DD Form 1610, Request and Authorization for TDY Travel for DOD Personnel).


b.  Government transportation, to include military shuttle service, must be used to the maximum extent possible.


c.  Authorization for use of privately owned vehicle (POV) will only be granted when proven to be more advantageous to the government or when government transportation is not available.


d.  All personnel who apply for reimbursement must have a valid OF 346 (US Government Motor Vehicle Operator’s Identification Card), or a Unit Level Logistics System drivers license and/or a USAREUR drivers license, and the applicant’s section/unit must maintain a DA Form 348 (Equipment Operator’s Qualification Record) on ULLS.  TMP maintains DA Form 348 or ULLS for BSB personnel.

8.  Responsibilities.


a.  The 222d BSB Commander is responsible for:



(1)  Defining the areas and conditions for which official travel may be conducted either by use of government transportation, commercial transportation, or privately owned vehicles.



(2)  Defining the community area for dependent school children, IAW DOD 4500.36-R.



(3) Providing funding for local travel as approved therein.



(4)  Appointing the Motor Transport Branch (TMP Operations) Officer.


b.  The Transportation Motor Pool Operations Officer is responsible for:



(1)  Receiving, approving or disapproving all requests for local transportation as described herein, based on regulatory requirements and factual justifications submitted by each requester, the availability of assets, and the most cost effective method of performing the travel.
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(2)  Maintaining a record of the approved request for local travel and ensuring that it is local travel as outlined in this policy.



(3)  Receiving all SF 1164s, reviewing them for completion, and checking reported mileage when POVs are used.  Giving approval or disapproval of SF 1164 upon review completion.



(4)  Ensuring that all local transportation requests meet the conditions of this policy.



(5)  Ensuring that all customers are provided with OFFICIAL USE ONLY guidelines.


c.  Each tasked representative is responsible for steps (1) through (7) if the employee is a local national or if the travel is performed within the BSB commuting areas:



(1)  Ensuring that all travel performed by their employee is in connection with official DOD or DA business.



(2)  Ensuring all requests for local travel fall within the guidelines of this policy.



(3)  Ensuring that requests for local travel (sample at enclosure 1) are submitted to the Operations Officer, Transportation Motor Pool, 10 working days prior to the date of travel.



(4)  Verifying all individual claims for reimbursement prior to forwarding the claims to the TMP Operations Officer for approval.  The SF 1164 must be examined for completeness.  Dates, places and mileage shown must be in relation to the actual work assignments.  All kilometer readings must be converted to miles.  Formula for conversion of kilometers to miles is KM x 0.62 = Miles.



(5)  Maintaining daily records for employee’s POV odometer readings, when POV is used for official business.  This record must be used as a method of verification.



(6)  Ensuring that when the use of commercial transportation is requested, a projected itinerary is forwarded to the Operations Officer, TMP.  Itinerary must include projected dates, times and places to which travel will be conducted.  The projected itinerary will accompany the request for local travel.


d.  Each traveler is responsible for:



(1)  Requesting government transportation from TMP through their operating official.
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(2)  Completing SF 1164 correctly, IAW this policy and submit to immediate supervisor for verification and forward to BSB, TMP.

9.  Procedures.


a.  When local travel must be performed and official orders are not required, individuals will request government transportation using the applicable format (see enclosure 1) in two copies, submit it to TMP no earlier than 10 working days prior to the date of travel.  The TMP will return one copy of the request to the requester, indicating approval or disapproval, no later than three working days prior to the desired travel date.


b.  Personnel utilizing commercial transportation or POV  transportation will request reimbursement, via claim for which reimbursement is claimed, except during the last month of each fiscal year.  These claims must be submitted separately.



(1)  Military personnel and US employees:



(a)  Claim for reimbursement for local travel performed will be submitted on SF 1164 (Claim for Reimbursement for Expenditures on Official Business), as shown in the sample at enclosure 2, to TMP.  After approval, SF 1164 is sent to DRM for fund citation, then to the appropriate finance office for payment.



(b)  SF 1164 must be submitted to TMP in five copies, with carbons.  Since SF 1164 is a four part set, a copy must be made.



(c)  The completed SF 1164 will be routed through the claimant’s supervisor and unit transportation coordinator to the TMP Operations Officer.



(2)  Local National (LN Personnel):



(a)  Must submit a request to use vicinity travel to the TMP Operations Officer in two copies, and submit one copy with their claim, as outlined.



(b)  Claim for reimbursement for use of POV is to be submitted on AE Form 690-99D (Claim Record and Voucher for One-Day Duty Travel and Duty Trips) and will be signed by the immediate supervisor or person designated by the division chief.  In the event that the supervisor is not authorized to sign Time and Attendance Reports for LN Personnel, the individual authorized to sign Time and Attendance Reports will countersign.  Claim for reimbursement for public transportation utilized will be submitted on AE Form 690-99D (attaching the individual 
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ticket and signed by the immediate supervisor)  to substantiate that the ticket was used in connection with official business.



(c)  Reimbursement claim in original form only (together with monthly LN Time and Attendance Reports) will be forwarded through the Civilian Personnel Office to the Defense Cost Office for payment.  If a ticket cannot be obtained, a certificate explaining the expense and non-availability of tickets will be submitted by the traveler, approved by the immediate supervisor, and attached to AE Form 690-99D.  The second copy of this form should be retained by the employing organization.

10.  Proponent for this policy is the 222d BSB S4 Office at DSN 485-1610
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