APPENDIX A

FUNDING

 Support for USACE entities requesting assistance must be funded by MIPR (government order).  The government order is a customer order to the supporting MSC/District.  In this case, the supporting MSC/District is HQ USACE.  The requesting District’s Resource Management office must send a MIPR to the Headquarters’ S0 database.  CEHEC-RM will process the order.  The supported (requesting district) will ensure that government order funding is prepared with a sufficient dollar amount to cover travel, per diem, rental car (if approved), labor, overtime and overhead, as applicable.  Funding information (MIPR number, amendment number and amount at the time the MIPR was prepared) will be entered into the employee Deployment Information Sheet in ENGLink by the RFO or other responsible office  Labor and travel costs incurred by individuals from supported activities will be charged to the appropriate FEMA mission (if a FEMA mission is involved).   No changes of any kind will be made to funded work items in CEFMS (this includes de-obligating funds, moving funds between line items, cost transfers, labor cost transfers, etc.) unless it goes, in writing, through the fund’s Responsible Employee.  For a sample Customer Order sent to HQ for RAO Funding see Attachment 17.  Funding for the RAO PM, RAO support staff, TAC support staff, HECSA CPAC support staff and HECSA RM Customer Service Representative (CSR) is from Flood Control and Coastal Emergencies Appropriations (96X3125). 

If the services of an RA (name requested) is requested through the Project Management Information System II (P2), the organization making the request will provide a P2 cost estimate form to CECW-HS-RAO.  CECW-HS-RAO will estimate the cost of deployment (based on the employee’s pay grade, overhead, length of deployment, and deployment location) and return the estimate to the requesting organization.  The requesting organization will then forward a MIPR, for the amount of the estimate, to the Headquarters S0 data base.  At this time, this applies only to projects related to rebuilding after a disaster or work on a specific project for a District.  It can be either tasker or non-tasker initiated.   
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APPENDIX B
TIME AND ATTENDANCE

B-1.   Time and Attendance Sheets.  Time and Attendance sheets (see Attachment 18) will be verified by the RFO RM office or other appropriate organization and then faxed to the RAO timekeeper (see Attachment 1) every week to be received by the RAO timekeeper as follows:  First week – on Monday after the first week of the time period.  Second week – on Thursday (before the end of the time period).  The labor code must be on the timesheets prior to the signatures.  Any questions concerning time sheets will be addressed by the RAO timekeeper via email (see Attachment 1).  Three signatures are required on each timesheet.  The signatures are:
· The employee’s signature (to verify that the actual hours worked are correct) 

· The onsite supervisor’s signature (signifies approval of the timesheet) 

· The Timekeeper’s signature (signifies that the information has been posted to the time and attendance report in CEFMS).
If there is a mistake on a timesheet, it must be returned to the employee for correction.  The corrected timesheet must then be signed by the employee and the onsite supervisor and returned to the timekeeper as soon as possible.  Time will be certified in CEFMS after the timekeeper has completed the tour of duty edits.  Copies of the timesheets will be forwarded by the RAO timekeeper to RAO DMT for filing.  The original timesheets will be mailed by the timekeeper to RAO DMT for storage.   

When completing timesheets the following applies:

· Reemployed annuitants do not have a scheduled tour of duty so the first 8 hours of any work day is considered “regular” (code-RG) hours worked, even if it is Sunday, at night or on a holiday.

· Only 40 “RG” hours will be recorded for any week (Sunday through Saturday), any additional hours worked will be recorded as overtime (code OX).

· Intermittent employees must work their first 8 RG hours before overtime will be recorded.  All hours worked over 8 in a day will be recorded as overtime (OX).
· RG (RF for Federal wage system employees) and OX are the only types of hours recorded for intermittent employees.

· Intermittent employees should notate “R&R” periods and “end of tour” on their timesheet.


The following are summaries of two timesheets for persons working 12 hours a day, seven days a week.  The Sunday Arrival summary is typical of a full workweek summary.  
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Sunday Arrival:



Sunday -       
8 RG     
 4 OX



Monday - 

8 RG
 4 OX



Tuesday - 

8 RG

 4 OX



Wednesday -

8 RG

 4 OX



Thursday - 

8 RG

 4 OX



Friday - 



12 OX



Saturday - 


    
12 OX 


Totals for week -
 40 RG

44 OX


Monday Arrival


Sunday – 



Monday - 

   8 RG

  4 OX



Tuesday - 

   8 RG

  4 OX



Wednesday - 
   8 RG

  4 OX



Thursday - 

   8 RG

  4 OX




Friday - 

   8 RG

  4 OX



Saturday - 



 12 OX


Totals for the week – 40 RG
 32 OX


For more specific guidance on entering time into CEFMS, see the CEFMS Users Manual Timekeeper Users Guide or visit:  https://cefmsdev2.usace.army.mil/cefms/doc/user_manuals/timekeeper.pdf . 
                              B-2.   Biweekly Premium Pay Limitation.  Biweekly basic pay plus premium pay (overtime), for those deployed in emergency capacities, is limited to the maximum bi-weekly earnings of a GS-15, step 10 or Executive Level V, which ever is greater, even when under NSPS.  In certain circumstances, DoD or USACE Commanders may waive this limitation.  The RAO DMT staff (tasker initiated deployments) or CECW-HS-RAO support staff (non-tasker initiated deployments) will provide the HECSA CSR with a memo requesting a waiver for those employees that have been selected for deployment, and due to the number of hours worked, will normally exceed the bi-weekly pay limitation. The HECSA CSR will forward the waiver requests to DFAS payroll.  RAs will always be subject to the annual premium salary limit for a GS-15 step 10 or Executive Level V, whichever is greater, even if under NSPS.  If an employee has reached the pay limitation cap and is not receiving pay, they should contact CEHEC-RM-M (see Attachment 1 or 2).   CEHEC-RM-M will notify the RAO PM when these situations occur.
B-3.   Pay while in Travel Status.  Reemployed annuitants are to receive pay for all hours they travel during their initial deployment and final departure only.  For example, if an employee is deployed for 60 days, he/she will receive pay for the 1st day while traveling to the TDY site and the 60th day when traveling home.  If an employee is authorized one mode of transportation (example – air) but uses a different mode (example- POV or rental car) or chooses to travel at a time or by route other than that selected by the organization, the supervisor shall estimate the time that would have been required to travel by the approved mode or route.  The employee will be 
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credited with the estimated time if it is less than the actual time taken. Time spent traveling, while taking R&R, is not to be recorded as time worked.
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APPENDIX  C

TRAVEL

C-1.  Travel Orders.  Travel Orders are created in CEFMS by the RAO DMT for all tasker initiated deployment (non-tasker initiated travel orders are the responsibility of CECW-HS-RAO).  Temporary Duty Travel (TDY) is travel to any destination other than the traveler’s Permanent Duty Station (PDS) to perform duties for a specified period of time.  The Permanent Duty Station for RAO members is Walla Walla, Washington [the city, not the District Office (with the exception of those few assigned to Washington, D.C.)].  TDY travel for RAs begins and ends at their home of record.  Travel orders establish the conditions under which official travel and transportation is authorized at Government expense.  The purpose of travel orders is to: 

· Provide the employee with information regarding what expenses will be paid.

·    Provide the commercial transportation office or travel service vendor with necessary documentation for the use of travel programs.

· Provide financial information necessary for budgetary planning. 

· Identify the purpose of the travel.  

Travel orders will be issued before travel begins.  Employees are not to deploy until they receive travel orders.  An employee who deploys before receiving travel orders will have to return home, at their own expense, and may not be selected for duty again.  


Creating RAO Travel Orders.  Travel Orders are created in CEFMS.  The directions that follow apply to Travel Orders for RAs traveling to a disaster site.  There may be some variances when travel for other reasons is involved, so for complete instructions on how to create travel orders, see the CEFMS User Manual, Section 16-Travel, or go the following website. https://cefmsdev2.usace.army.mil/cefms/doc/user_manuals/travel.pdf .
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Travel Order Create/Update Screen 12.5, Travel Order– The Travel Order Create/Update Screen is filled out as follows. 

· Travel Order No:  Generated automatically



· Date of Request:  Generated automatically

· Traveler:  First four letters of last name plus first letter of first name plus last four numbers of their Social Security Number.

· Credit Card:  Generated automatically

· Travel Type:  1 Temporary Duty
· Confirmatory:  N

· Variation Authorized – Y

· Privately Owned Conveyance:  Y or N

· Authorized POC Rate:  Allowable cost per mile of travel

· Travel Advance:  Never authorized 
Save before moving between tabs.

Click on tabs at the top of the screen to navigate to the next Screen.  Do not exit.  It will take you completely out of the travel order screens.
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        Travel Order Create/Update Screen 12.5, Itinerary – The Itinerary is filled out as follows.

· Leaving From:  Location departing from

· Arriving At:  Location traveling to

· Depart Date:  Date traveler will depart on TDY

· Time:  Estimated time of departure


· Return Date:  Date traveler is scheduled to return from TDY

· Time:  Estimated time of return

· Transport Mode:  Hit down arrow for a list of codes
· Paid by Traveler:   Automatically checked if traveler has a credit card.  (Applies to non-tasker initiated travel only because all tasker initiated RAO airline tickets will be charged to the TAC Central Billing Account (CBA.)
· Purpose of Trip: Description of purpose of travel plus mission number and location of the tasker to which the traveler is assigned.

· TDY Category: Special Missions (for disaster recovery – could be different for other missions).  Click down arrow for options.
· Reimbursement: Super Actual Exp Lodging Plus (SAEL) (for disaster recovery unless otherwise specified)

· TDY Days:  Number of travel days travel order is for – generated when dates of travel are entered
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· M & IE Rate:  Per diem rate for the TDY location – generated automatically 

· Lodging Rate:  Lodging rate for the TDY location – generated automatically

· Total Per Diem Rate: M & IE rate plus lodging rate – generated automatically

CECW-HS-RAO will provide the travel order creator with the date of departure and departure location.  Unless otherwise specified, the return date will be based on the estimated length of deployment.

[image: image3.jpg]



Travel Order Create/Update 12.5, Cost – The purpose of this screen is to provide estimated travel costs.   Estimates are normally based on 30 days of TDY.  The RAO PM will notify the travel order creator of any exceptions.  To see all travel cost descriptions click on the down arrows.  When creating travel orders use only those that apply to the particular travel order being created.  CEFMS will not allow checking all cost categories.

· Per Diem Amount– Estimated cost based on the allowable per diem for the TDY location.  When disasters are involved, lodging costs may be considerably higher than the allowable rate so the estimate should be increased accordingly [a Super Actual Expense Lodging Plus (SAEL) 
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   authorization should be in hand before making increases).  
· Transportation Amt – Govt Trans Request – Estimated cost of commercial air transportation.  
· Commercial Trans Amt - Traveler– Estimated cost of commercial transportation other than air (i.e. taxi, metro, bus, etc.)

· Rental Car Amount - Estimated cost for a rental car for 30 days (when rental car is authorized on an ENGLink tasker or by a tasker official of the supported district)

· Misc Amount - Includes all costs for miscellaneous items reimbursable to the traveler in accordance with the Joint Travel Regulations. 

If a POV is used for transportation (rather than air), Privately Owned Conveyance must be checked on the Travel Order screen.  This will allow you to enter POV transportation costs rather than air transportation costs.
· Privately Owned Conveyance Mileage – Estimated allowable mileage reimbursement for use of a privately owned vehicle for travel to and from the TDY site.

· Vicinity Mileage Amount-POC – Estimated allowable mileage reimbursement for use of a privately owned vehicle for mileage in the vicinity of the TDY site.
[image: image4.jpg]
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Travel Order Funding Screen – The funding source and appropriate work item(s) are entered in the appropriate blocks on this screen.  This information will be provided by the Program Analyst.  
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Travel Order Create/Update Screen 12.5, Remarks  – The standard travel order remarks are already populated in the “Standard Remarks” screen.  The travel order creator should add the following Travel Remark Codes to the “Other Remarks” block.

· 106 – Authorization for excess baggage (fill in weight for 150 pounds)

· 112 – Rental Vehicle Authorized

· 119 – Dual  Lodging approved as advantageous to meet mission requirements

· 124 – Mileage  to/from Airport

· 126 – Long  Distance Phone Calls/Fax (Business)

· 133 – Long Distance Phone Calls/Fax (Personal)

· 135 – Traveler is exempt from the mandatory use of the travel charge card (to be used when applicable)
· 136 – Actual expense allowance authorized while at TDY site (if approved AELP authorization is on file for the event)
· 210 – Non-contract carrier authorized (used because there are times and locations where no contract carriers are available)
The travel order creator should also add the following remarks in the “Other Remarks” 
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section if an individual is going to be deployed for a period of 60 days or more.  

· Individual is authorized a return trip to residence/permanent duty station every 30 days after the initial 30 day deployment.  While on R&R no expenses are authorized except the retention of the individual’s lodging and rental car at the temporary duty station.


Requesting Travel Orders.  Once the travel orders have been created, they must be requested.  The travel order creator will request the orders.  Requesting is done in the CEFMS Request Travel Order Request Approval Screen.  The requestor must have trav_req authority to request the orders.

Travel Order Approval.   Travel orders can be approved on screen 21.72.  The approving official can not be the traveler or requestor and must have trav_appr authority.

Funding Approval.  The Funds approving official must have trav_cert and Purchase Request (PR) authority for the work item funding the travel order.  The Travel Requestor cannot be the travel approver.  The Travel Order approver or Travel Requestor may be the Travel Funds approver.  Funding approval is done on screen 12.70.  If a travel order is disapproved by the Funds Approving official, it may be modified and resigned.


Authenticating Travel Orders.  Travel orders for Reemployed Annuitants are authenticated by CEHEC-LM-T. This process obligates the funds previously reserved by the Funds Approving official.  The TAC CEHEC-LM-Twill also obligate the airline tickets purchased against the TAC (central billing account) CBA for tasker initiated RAOs.
Other Travel Order Information.  If travel orders are not received before the scheduled departure date, the traveler should contact their POC for travel orders (see RAO Information Sheets, Attachments 1 & 2).  After travel orders have been created and approved, they will be emailed to the employee.  Travel orders are valid for 7 days from the beginning date on the travel order (e.g., if an employee’s travel orders state that the beginning date is 1 January, the employee can depart as late as 7 January).  After that date, amended travel orders must be issued.

Deobligation of Settled TDY Travel Orders

Deobligation of settled travel orders will be processed as follows.

· The order type must be TDY or invitational TDY

· The final voucher must have been filed and processed

· Settlement must have been more than 30 days ago

· No outstanding/pending travel settlements can exist

· No outstanding Travel Order amendments can exist

CEHEC-RM-F will execute the program the day after the final disbursement day at the 
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UFC each month.  The traveler and travel order approver will be notified if any outstanding documents are pending that are preventing deobligation.  Travelers will still 
be able to enter supplemental vouchers, if needed, and travelers on long-term TDY will 
be able to enter partial travel vouchers until travel is complete.  Questions should be directed to Pete Brown (703-428-6001) or Chris Mullen (703-428-9517).

C-2.   Travel Arrangements.
Initial Travel to TDY Site.  Once travel orders are complete, travel arrangements can be made through the government contracted commercial travel office, Carlson Wagonlit Travel.  Employees on tasker initiated deployment will use the Carlson Wagonlit office at TAC to make travel arrangements (see Attachment 1).  Employees on non-tasker initiated deployment will use the Carlson office at Walter Reed (see Attachment 2).  This includes all arrangements except for hotel accommodations.  NOTE:  for rental cars, employees have the option of making their own arrangements directly with a rental car company.  This is allowable as long as they get the government rate for the type/size of rental car authorized.  Hotel arrangements are usually made for the individual by contacting the POC identified in the Tasker at the Recovery Field Office.  In rare cases this may not occur.  Employees make their own hotel arrangements when traveling for other authorized reasons.  Once the travel arrangements are made, Carlson will email a copy of the itinerary to the RAO DMT (tasker initiated) or CECW-HS-RAO (non-tasker initiated) who will in turn email it to the traveler.  Carlson will not email itineraries directly to travelers that do not have a Government email address.  Employees are not to depart for their destination until they receive this documentation.
Travel to/from the UDC.  RA’s traveling to and from the UDC will coordinate all travel through the RAO-DMT and the Carlson Wagonlit office.  Travel arrangements to the UDC will not be made without prior coordination with the RAO DMT.  The RAO PM will determine all RA deployment dates.   The RAO DMT will schedule UDC processing based on these dates.  If so requested, the TAC Carlson Wagonlit office can make hotel and rental vehicle arrangements for the duration of the stay at UDC.

Temporary Return to Duty Station During Extended TDY (commonly referred to as R&R).  Deployed RAs can make their own arrangements for R&R travel.  The only Carlson office that RAO employees (deployed due to tasker) can use is the TAC office. (see Attachment 1).  Employee’s deployed for non-tasker initiated reason will use the Carlson office at Walter Reed (see Attachment 2).  Since Carlson will not email itineraries to non-government email addresses, the itinerary will be sent to the RAO DMT staff (tasker initiated) or CECW-HS-ROE staff (non-tasker initiated) and forwarded by email to the employee.  Employees should notate their travel voucher and time sheets when they are taking R&R.

Travel for Extended Deployment.  If the field supervisor and deployed annuitant agree to extend the deployment, the field office is responsible for issuing an extension tasker in ENGLink.  Once an extension tasker has been issued, the tasker must be approved by the RAO PM.  When approved, the field office will review and accept the extension (unless there are new or extenuating circumstances).  If necessary, additional funding will be sent 
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by the requesting organization to the Headquarters’ S0 database to cover any additional travel and labor costs (See Appendix A for funding information).  Travel orders for 
extensions are not to be done until the extension tasker has been completed in ENGLink.  Once additional funding (if needed) is received, a travel order amendment will be created and issued.  This amendment will show the extension date.  The amended travel order will then be emailed or faxed to the employee. If the amended travel orders are not
received prior to the beginning of the extension, the point of contact (POC) for travel orders should be contacted (see Attachment 1 or 2).  
.  



C-3  Travel Vouchers (DD1351-2).  
Filing Travel Vouchers. 
 Employees are required to file travel vouchers every 14 days during deployment.  All travel vouchers (including the final voucher) and supporting receipts (lodging receipts and all receipts for reimbursable items) are to be faxed to the RAO DMT staff (tasker initiated deployment) or CECW-HS-RAO (non tasker initiated deployment) (see Attachments 1 or 2) for processing.  Do not send the original receipts (see TDY Fax Form and Audits, Page C-15 for more information).  RAO travelers are subject to billing for any amount paid that is not in accordance with the joint travel regulations or is outside the approved limitations established on the travel orders.  When travel vouchers are received, they are entered into CEFMS.  Only items that are related to travel and transportation are reimbursable using travel vouchers.  All other approved expenditures for items that are considered mission essential, but that are not travel related, must be reimbursed using an 5SF 1164, Claim for Reimbursement for Expenditures on Official Business (see Appendix D for more information).  

Filling Out Travel Vouchers.  (See Attachment 19 for an example of a filled out travel voucher).

·    1.  Payment – Mark correct box

·    Split Disbursement – Mark Pay box if using a Government Travel Card input dollar amount of charges to charge card.  If unsure of the amount of charges, estimate the amount.

·     2., 3. and 4. are self explanatory.

·  5.  Type of Payment – Mark TDY

·   
 6. a, b, c, d, e and 7 are self explanatory

·     8. Travel Order/Authorization Number – Get from Travel Order 

·     9. Previous Government Payments/Advances – Not applicable

·   10. For D.O. Use Only – Not applicable
·   11. Organization and Station – Enter RAO 

·   12., 13. & 14. – Leave blank
·   15. a. – Enter departure and arrival dates

·   15. b. – Enter departure and arrival locations
·   15. c. Means/Mode of Travel – See “Means/Mode of Travel”, second page of travel voucher for codes
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·   15. d. Reasons for Stop – See “Reason for Stop”, second page of travel  voucher for codes

·   15. e. Lodging Cost – Enter nightly lodging cost.  Do not enter taxes on lodging cost.  They should be entered as a Reimbursable Expense (block 18)

·   15. f. POC Miles – Enter the number of miles if privately owned vehicle was driven to TD.
·   16. POC Travel – Mark appropriate box

·   17. Duration of Travel – Mark appropriate box

·   18. Reimbursable Travel Expenses – Include such reimbursable expenses such as taxes on hotel rooms, laundry, allowable phone calls, vicinity mileage, POV mileage to and from airport, gasoline costs for rental car, rental car costs, etc.

·   Government Deductible Meals – Not applicable

·   20 a. & b. Claimant Signature and Date – Claimant signs and dates here

·   20 c. & d.  Supervisor Signature and Date – Field Supervisor signs and dates here
· 29. Remarks – Any remarks that will help explain things that might be considered unclear or questionable should be entered here.  If on R&R to an 
alternate location (location other than the employee’s home of record) it 



should be noted here and should say that the employee is authorized per diem 
for non-workdays up to the amount payable if the employee had remained at their duty station.
 

Things to Remember:

·   Travel vouchers should be clearly marked as a continuation or final travel voucher. (Done in Block 29. Remarks)  If R&R has been taken during the period of time covered by the travel voucher, it should be clearly marked (also Block 29. Remarks)

·    If a travel card holder, the employee must ensure that split disbursement is checked and that the voucher specifies the amount to be sent to the travel card company.  Not doing so could delay processing of the travel voucher.

·    Employees must ensure that receipts are not included that are dated before or after the beginning or ending dates of travel shown on the itinerary.  CEFMS will not allow the inclusion of these items for payment.

·    Explanations of any expenses that might be considered questionable will be included in the “Remarks” block of the Travel Voucher.  A phone number 
where the RA can be reached if there are questions should also be included.

·   
If additional space is needed for reimbursable expenses use DD Form 1351-2C.
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Entering Travel Vouchers in CEFMS. 
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· Travel Voucher Screen 7.32.1.   When the Travel Order No. is entered all blocks with the exception of the following will populate automatically.
· Voucher Status – Can be P (Partial) or F (final)
· Partial Type – B (beginning or first travel voucher), M (middle –used for all but the beginning and final travel vouchers), or F (final travel voucher).
· Partial Credit Card Amount – Amount of travel settlement that is to go for paying travel card expenses.
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·   Travel Voucher Itinerary Screen 7.34.  All blocks will populate with the exception of the following.

· Stop Rsn – Press F4 for a list of codes and select the code that applies.   Use VR if the traveler is on R&R.  

· Cost – Daily cost of hotel room

· Itin Leg – Applicable leg of itinerary

· Arrival Date & Time – Date and Time of arrival

· Departure Date &Time – Departure Date and Time

· Mode transport – Press F4 for a list of codes and select the code that applies. 

It is very important to ensure that the Locn Code is correct on the screen because per diem varies according to the location of the TDY   If the Locn code is incorrect, the amount of per diem paid the traveler will be incorrect.
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·    Travel Voucher Reimbursable Expense Screen 7.33.  The Travel Voucher Reimbursable Expense Screen is used to record any/all authorized reimbursable expenses against a travel order.  The only reimbursable expenses that can be claimed are those specified on the travel order (see the remarks section on the travel order) or in FEMA guidance, i.e. if a rental car is not specified on the travel order, it can not be claimed as an expense.  The following blocks must be filled in. 

· Date Incurred – Date of expense

· Type – Press F4 for a list of codes and select the one that applies

· Current Amend Amt – Enter the amount claimed

If a code that involves vehicle use is entered in “Type” the number of miles used must be entered.  If the miles shown are a private auto (PA) i.e. vicinity mileage or trip to airport, the program will automatically compute the cost.  If the entry is for a rental car (RC), the actual cost must be entered.
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·   Travel Voucher Remarks Screen 7.32.2.  Travel voucher remarks should be as detailed as possible and cover anything that might be considered questionable.  For example, if an employee has taken R&R it should be specified in the remarks section or if an employee has taken R&R and has traveled to a location other than their home of record, it should be specified in the remarks section.  The following remarks are standard on all RAO travel vouchers that involve travel for emergency operations purposes.

· Super Actual Expense Lodging (SAEL) Authorized (if previously authorized)
· Continuous TDY 

·   Travel Voucher Approval.  Certification of the travel voucher is done on the travel voucher approval screen.  After carefully scrutinizing the claim, the reviewer (approver) must electronically sign the document.  Since RAO employees cannot electronically sign their vouchers, their manually signed copy must be furnished to the RAO DMT staff.
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Date: 10-JUL-2007

T B #Y FAX FE.O R M

TO: USACE FINANCE CENTER
OFFICE SYMBOL: CEFC-R

CONTACT: SYLVIA SHAWVER

PHONE NUMBER : (901) 874-8459

FAX NUMBER: (901) 874-8662

EMg§L ADDRESS: cefc-tdy@usace.army.mil
DATE: 10-JUL-07

TRAVEIL, ORDER: gleleYelole\Ye)

TRAVEL VOUCHER NO: 4

TRAVEL VCHR AMEND NO: 1

TRAVELER/PAYEE NAME: JoHMN b ) £
TRAVEL VOUCHER DATE: 10-JUL-07

Please attach all required receipts.

Please ensure all receipts are legible.

Upon approval by the Travel Approving Official of this
travel voucher in CEFMS, this form and the receipts must
be immediately faxed to USACE FINANCE CENTER (UFC) at
901-874-8662 or emailed to cefc-tdye@usace.army.mil.

If you receive payment for expenses claimed without
legible, required receipts you may be billed for the
unsupported reimbursement.

Receipts to Send to UFC

All Lodging
All Reimb Exp equal to or greater than $75




TDY Fax Form and Audits.  As part of the TDY travel voucher approving process, the Travel Approving Official must acknowledge in CEFMS that a CEFMS generated TDY Fax  Form has been printed and that the form and all applicable receipts (lodging and receipts for reimbursable items of $75 or more) will be faxed or emailed to the USACE Finance Center(UFC) in Millington, TN.  This form can be printed by the traveler, travel order approver or administrative support.  Once the form is printed the receipts will be annotated with the travel order number and the TDY Fax Form and receipts will be faxed 
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or electronically forwarded to the UFC .  When the receipts are received at the UFC, they will be imaged and will become the official support for the TDY travel disbursements.  Since the UFC has authority to use scanned originals as official support for payments, the original documents will no longer have to be forwarded to RAO DMT by the traveler when deployment is complete.  Travelers are however be required to maintain their original travel receipts for five years after the travel vouchers were submitted for payment.
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APPENDIX  D
CLAIM FOR REIMBURSEMENT (SF 1164)

   
There are certain items that are considered necessary to accomplish the mission, but that are not related to travel or transportation.  Expenditures for these items must be claimed using an SF 1164, Claim for Reimbursement for Expenditures on Official Business (see Attachment 9).  These items include, but are not limited to:  Maps, batteries, some office supplies and in some cases, vaccinations (all require proper justification, the original receipt and the Resident Engineer or local supervisor’s signature).  SF 1164 information will be input into CEFMS by the RAO DMT (tasker initiated travel) or the CECW-HS-RAO support staff (non-tasker initiated travel).  
D-1

APPENDIX E

GLOSSARY
ACRONYMS


AELP – Actual Expense Lodging Plus


AKO – Army Knowledge Online


AOR – Area of responsibility


CAC – Common Access Card


CBA – Centrally Billed Account


CECW-HS – Corps of Engineers Civil Works Office of Homeland Security and     Provost Marshal

CEEIS – Corps of Engineers Enterprise Infrastructure Office


CEFMS – Corps of Engineers Financial Management System


CPAC – Civilian Personnel Advisory Center


CPOC – Civilian Personnel Operations Center


CSR – Customer Service Representative


CSRS – Civil Service Retirement System



DMT – Deployment Management Team


DOD – Department of Defense


DOH – Departmental Overhead


ENGLink – Engineers Link Interactive


EOC – Emergency Operations Center


FEMA – Federal Emergency Management Agency


FERS – Federal Employees Retirement System


FWS – Federal Wage System


HECSA – Humphrey Engineer Center Support Activity


HQ – Headquarters


IAW – In accordance with


MIPR – Military Inter-Departmental Purchase Request


MSC – Major Subordinate Commands


NSPS – National Security Personnel System


OPM – Office of Personnel Management


PDS – Permanent Duty Station


PM – Program Manager


PRT – Planning Response Team


RA – Reemployed Annuitant


RAO – Reemployed Annuitant Office Cadre


RFO – Recovery Field Office


TAC – Transatlantic Programs Center


TDY – Temporary Duty (travel)


UDC – USACE Deployment Center


UFC – USACE Finance Center


UOC – USACE Operations Center


USACE – United States Army Corps of Engineers


VSIP – Voluntary Separation Incentive Program
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