STATE OF MARYLAND
MILITARY DEPARTMENT

FIFTH REGIMENT ARMORY
BALTIMORE, MARYLAND 21201 - 2288

MDNG- AG- HRO (310- 1q) 1 February 2002

HRO POLI CY/ GUI DANCE LETTER # 17

SUBJECT: Procedures and Gui delines on use of M scell aneous
Expense Rei nbursenent Voucher (SF 1164) for ARNG Techni ci an/ AGR
Per sonne

SEE DI STRI BUTI ON

1. PAICY: LOCAL TRAVEL | N AND AROUND PERMANENT DUTY STATI ON
(PDS) AND M SCELLANEOUS EXPENSE / REI MBURSEMENT CLAI M5 FI LI NG
( SF- 1164)

A Aut hori zati on/ Approval . Approving officials my
aut hori ze/ approve rei mbursenent for transportati on and/ or
m scel | aneous expenses i ncurred by nenbers who conduct official
business in the local area of their PDS. Expenditure of Federa
funds shall be limted to that which is essential to the
efficient conduct of business. Only those expenses necessary to
acconplish the purpose may be aut horized or approved for
rei mbursenent in accordance with the JFTR

B. Criteria / Considerations
a. It is necessary to conduct ARNG busi ness.
b. Det erm nation that business cannot be satisfactorily
acconpli shed by tel ephone, e-mail, fax, or
correspondence.
C. Expected results to be obtained will justify funds
spent .
d. Determine GSA and/or Mlitary vehicle availability
bef ore aut hori zi ng POV.
e. Determine the minimimnunher of travelers who shoul d
attend any function.
f. Determine cost effective routing and neans of trave
are used.

Thi s HRO Pol i cy/ Gui dance Letter supersedes HRO Pol i cy/ Gui dance
Letter #17 dated 1 May 2001, Control of TDY Travel and Per Di em
Costs (ARNG and ANG Techni ci an/ AGR)
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g. D sapprove frivolous request such as reinbursenent

when traveling to perform Annual Physical Fitness
Test (APFT).

h. Determine and assign use of car pools if POV is only
resort avail abl e when conducting official business
and nul tiple nmenbers attendance is required

C. Local Area. The local area is the area
a. Wthin the duty station [imts (permanent) and the
nmetropolitan area around that station which is
ordinarily served by |ocal conmon carriers; or
b. Wthin a local comuting area of the duty station
the bhoundaries of which are to be determ ned by the
: fficial ' or
« For exanple: Arnories are considered to be

"Additional Duty Sites" for all Full-Tine
Support Personnel and "Travel Orders" between

arnmories Ls not authorized unless overnight
| odgi ng is required.

c. Separate cities, towns, or installations adjacent,
or close, to each other, between which the conmuting
public travels during normal business hours on a daily
basi s.

D. Mddes of Travel. Select the node of transportation that
meets ARNG requirenents at the | owest overall cost fromorigin
to destination. Managers and other authorizing officials nust
closely scrutinize requests to ensure the use of the nost
econom cal node. Al fund authoring officials, specifically,

Bri gade Senior Full Tinme Supervisors nust determne and certify
prior to subm ssion of expense vouchers that "ALL" criteria

and/ or considerations reflected were net prior to approving use
of POV. Vouchers will depict m | eage cal culations as cited under

para 4.B below. This calculation is to be cited bel ow the
| ocations as recorded on the SF-1164 by the nmenber in sane
format as exanple. (18 + 18 - 14 = 22)

2.  DEFINITION OF TERVE:

A.  Full Tine Support Personnel (FTSP): "ALL" ARNG
Techni ci ans/ AGR per sonnel .

B. Federal Funds: Federal ly appropriated funds for the
ARNG



SUBJECT: Procedures and Gui deli nes on use of M scel |l aneous
Expense Rei mbursenent Voucher (SF 1164) for ARNG Techni ci an/ AGR
Per sonnel

C.  Exanples of Travel: neeting, conference, sem nar,
symposi um convention, congress, panel, workshop or other such
gat heri ng.

3.  AGR MEDI CAL TRAVEL RElI MBURSEMENT:

Travel "To" and "Fronml Medical Treatnent Facilities

A. Uniforned nenbers traveling to their Primary Care Medica
Treatnent Facility (TRI CARE or USFHP assigned) for regul ar
visits and/or check-ups and utilize their POV will not be
aut hori zed mleage, nor will orders be required since assigned
facility is considered to be in the local area. The only exanple
whereas m | eage woul d be authorized is when uniforned nenbers,
who are ordered/referred to a nedical facility other than their
Primary Care facility within the |ocal area for physical

' ' i ' ' i nd/or treatnent
are on official business and may be rei nbursed for the travel.
This ordered and/or referred travel includes "additional visits"”
if they are a part of the required physical exam nation.

B. Uniformed nmenbers traveling to other Governnent and/or
private nedical facility on a voluntary basis to obtain a
medi cal diagnosis and/or treatnment are not on official business,
and rei nbursenent for the travel is not authorized. Voluntary
travel includes travel following a required physical exam nation
to obtain nmedical treatnment for a condition discovered during
t he physi cal exam nati on.

4. EXPENSE DETERM NATI ON VHEN TRAVEL | S PERFORMED W THI N THE
PDS AREA AND POV USE |'S AUTHORI ZED AND APPROVED BY FTS
SUPERVI SCR

A, Wen authorized and approved, a FTS nenber who travels
by POV is entitled to m|eage based on odoneter readi ngs or
ot her accept abl e evidence, furnished by the menber, of the
actual necessary distance traveled in conducting official
business. In addition to the m | eage, nmenbers may be rei nbursed
for the actual cost of parking fees, bridge, road, and tunne
f ees. Payments of m | eage and rei nbursenent of expenses shal
be made only to the nmenber defraying the POV operating expenses,
regardl ess of the nunber of passengers who acconpany the nenber
or who contribute funds to defray the POV operating expenses.
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B. When use of a POV is authorized and approved the menber
shall be paid mleage for the distance that exceeds the nenber's
normal commuti ng di stance, regardl ess of the transportati on node
ordinarily used to commute to the PDS. This will be reviewed by
the nenbers FTS supervisor and certified prior to subm ssion for
rei nbur senent. Exanpl es are provi ded bel ow as to how a nil eage
determ nation is to be nade.

EXAMPLE 1
Menmber's one way commuting distance to PDS is 7 miles. Menber
drives fromresidence to an alternate duty site, a distance of
18 mles. Upon conpletion of work, the nenmber returns to
resi dence, a distance of 18 nmiles. In this case, the nenber is
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entitled to mleage for the distance that exceeds the nornal
round trip comrmuting distance (14 miles). The menber is paid for
22 mles (18 + 18 - 14 = 22).

EXAMPLE 2
Mermber's one way conmmuting distance to PDS is 15 nmiles. Menber
drives fromresidence to an alternate duty site, a distance of 5
mles. Upon conpletion of work, the nenber returns to residence,
a distance of 5 niles. In this case, the nenber is not entitled
to nileage for the travel performed (10 mles), since the
di stance traveled is |l ess than the conmuting di stance (30 nil es)
to the usual duty site.

EXAMPLE 3
Menber's one way commuting distance to PDS is 15 miles. Menber
drives to the PDS. Menber is required to travel to an alternate
duty site, a distance of 30 mles. Upon conpletion of work, the
menber returns to residence, a distance of 15 miles. In this
case, the nenber is entitled to m|eage for the distance that
exceeds the normal round trip conmmuting distance (30 mles). The
menber is paid for 30 miles (15 + 30 + 15 - 30 = 30).

EXAMPLE 4
Menber's one way conmuting distance to PDS is 12 niles. 1In the
norni ng, the nmenber drives to an alternate duty site (45 mles).
In the afternoon, the nmenber returns to the PDS (67 mles).
After conpletion of work, the nenber returns to residence, a
distance of 12 miles. In this case, the nmenber is entitled to
m | eage for the distance that exceeds the normal round trip
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commuting distance (24 mles). The nmenber is paid for 100 mles
(45 + 67 + 12 - 24 = 100).

EXAMPLE 5
Menber's one way conmuting distance to PDS is 35 mles. Menber
drives to the PDS (35 mles). Later, the nenber drives to
alternate duty site #1 (50 mles) and then to alternate duty
site#2 (25 mles). Menber then drives to residence (10 mles).
In this case, the nmenber is entitled to m|eage for the distance
t hat exceeds the normal comuting distance (70 mles). The
menber is paid for 50 mles (35 + 50 + 25 + 10 - 70 = 50)

EXAMPLE 6
Menber's one way commuting distance to PDS is 20 mles. Menber
drives to PDS (20 mles). Later, the nenber drives to alternate
duty site #1 (10 mles) and then to alternate duty site #2 (5
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mles). Menber then drives to residence (2 mles). In this case,
the nmenber is not entitled to ml|eage for the travel perforned
(37 mles), since the distance traveled is |ess than the
conmuting distance (40 mles) to the usual duty site.

5. COMMUNI CATI ON SERVI CES:

Gover nnent - owned or Governnent - | eased servi ces shoul d be
used for official comrunications. Commercial comrunications
servi ces may be used when Governnent services are not avail able
and "only" when approved in advance and a funds determ nation
has been made. Anmenber's election to utilize their persona
cell phones to conduct official business is considered a
personal choice and therefore is non- reinbursable.

6. RECElI PT REQUI REMENTS

A General. Receipts are required for expenditures of $75
or nore. Areceipted bill or other formof receipt nust show
when specific services were rendered or articles purchased, and
the unit price.

B. Lost Receipts. If receipts are inpracticable to obtain
or have been inadvertently | ost or destroyed, a statenent
expl ai ning the circunstances nust be furnished. For |odging, a
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statenment nust include the name and address of the | odging
facility, the dates the | odgi ng was obtai ned, whether or not
ot hers shared the room and the cost incurred.

1. FRAUDULAENT CLAI MS:

When there is a reasonabl e suspicion of a falsified expense the
suspect expense shall not be all owed. | f paynent has occurred
bef ore discovery of a suspected falsified expense, the nenber
must rei nburse the Governnent (57 Conp. Gen. 664 (1978) and 61
id. 399 (1982)). See DoDFMR, Volume 9 for the requirenents
regardi ng paynents when expense(s) are suspected of being

f raudul ent . Eull Time Supervisors are encouraged to pay
Ccularly cl : hlcal

Local Area is defined as:

Arnories are considered to be "Additional Duty Sites" for al
Ful | - Ti me Support Personnel and "Travel Orders" between
arnories Ls not authorized unless overnight lodging is
required.

consi derati ons have been nmet and as a result authorize voucher

for paynent.

FOR THE ADJUTANT GENERAL:
ANNETTE M DEENER

CO., GS, MDARNG

Human Resource O fi cer
DI STRI BUTI ON
Al'l Full-Time Support Managers/
Supervisors (Arnmy Only)



