Appendix C
TRANSPORTATION & TRAVEL

Purpose.  To outline the basic tasks and responsibilities of the LPRT regarding general transportation and travel management.

General.  Transportation Management consists of management of vehicles and equipment, movement of personnel and other travel related functions.
General Tasks and Responsibilities.  


    a. Secure sufficient vehicle availability information to support the disaster relief team (USACE owned fleet, GSA fleet, or commercial sources, reserving blocks of vehicles for Corps use as needed).  Actual rental of the vehicle will be accomplished on an individual basis using their Government credit card in accordance with US Government Rental Car Agreement. Reference Appendix L, Policy and Memo, for US Government Rental Car Agreement
         b. Fuel will be purchased by the individual using their Government credit card and expenses claimed on individual travel voucher.
         c. Locate fuel and repair points, Government and commercial, and provide direction to vehicle operators concerning fuel purchases and relocation of refueling points.  Fuel accountability and reconciliation is a LPRT responsibility when using government sources or contract fuel service.

        d. As required, and in close coordination with the Contracting representative, establish contract maintenance support, to include emergency vehicle towing and emergency fuel re-supply.

         e. Provide local area road maps and maintain current information on hazardous areas to avoid.

         f. Determine requirements for special purpose vehicles and take action to acquire through internal USACE assets, excess equipment listings, or rental and lease agreements.

         g.  When required, operate or coordinate with Contracting for shuttle buses to transport Corps disaster personnel from temporary lodging to work site and return, to and from airport(s) and other passenger shuttle services.

         h. Coordinate vehicle recovery with supporting GSA fleet manager and/or maintenance contractor, and/or Commercial Vehicle contractor.

         i.  Provide 24-hour travel services for the disaster relief effort.

         j. Establish and maintain coordination with the Surface Deployment and Distribution Command (SDDC) approved commercial travel agency for passenger ticketing and related travel services using IBA.  
         k. Secure a Federal Express Account for small packages requiring overnight or expedited handling.

          l. Request Aviation support using DOT and TRANSCOM, as funding or authorities dictate.

    m. RSOI staff is responsible for inputting lodging and rental car information associated to each emergency responder in ENGLink.

Travel Support Operational Requirements.
 
          a. Each traveler will obtain a ticket from their district travel office, using the special fund cite for the emergency situation established by Emergency Management (EM) and Resource Management (RM).   Once at the emergency site, return trip airline tickets will be handled as follows:

· The traveler will contact their home station contract travel agency to purchase airline tickets using the IBA. The contract travel agency has a 24-hour answering service that will make these arrangements after hours and on weekends within the next 24 hour: Carlson 1-888-221-4298.  SATO Numbers:
· If the contract travel agency could not be contacted, the individual will call the airlines direct, book the reservation requesting a Contract Government fare, and charge the airline ticket to their Government travel card.

· Note: Once a ticket has been issued by the contract travel agency, any changes made by the individual and/or travel office will result in an additional fee to the IBA.

  
    b. Authorizations and Entitlements.  All TDY orders deploying LPRT member(s) will at a minimum contain the following:

.  All civil response travel orders will have “Variation Authorized”  In addition to the mandatory remarks Travel Orders will contain one or more of the following statements in the remarks section:


112 – Rental Car authorized.  This does not negate the requirement to use 
                      available limo service to/from the airport.


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


120 – Excess baggage in the amount of _____ pieces is approved as advantageous 
                      to meet mission requirements.


124 – Mileage to airport from residence/office and return is authorized.


126 – Long distance phone calls/FAX are approved for official government 
                      business.


133 – Long distance phone calls to traveler’s home/family for official business is 
                      authorized.


136 – Actual Expense allowance authorized while at TDY site.


142 – PX Privileges are authorized.


143 – Commissary and military banking facilities authorized.


149 – Traveler using an individually-billed account (IBA) to purchase 
                      transportation tickets.


502 – ATM Fees authorized


506 – Authorized to purchase airline ticket.


507 – Passport and immunizations have been complied with IAW current 
                      instructions.


801 – Contract Travel Office used.


802 – Contract Carrier used.
            c. All deploying individuals will ensure the following information has been inputted into ENGLink to facilitate lodging and transportation requirements:
   
· Name
· Arriving flight number and carrier.
· Arrival location.
· Arrival time and date.

Lodging.  

            a. The preferred method for acquiring and paying for lodging is the Government credit card.  Every District will obtain a Unit Travel Card to reserve a block of rooms or rental cars.  When the traveler arrives the hotel room or rental car will be charged on the individuals Government Credit Card. Reference Appendix L, Policy and Memo, for Unit Card SOP 2002.

      b.  Procedures will be established to account for occupancy, either on daily or weekly basis, i.e., have hotels/motels fax a listing of room occupancy for audit purposes.

            c. Unit Travel Card:  Unit travel cards are not designed to replace the Government Contractor-issued Individually Billed Account (IBA).  IBAs must be used to pay for costs incident to official travel, unless otherwise exempted.  

· Unit travel cards are issued to each district upon receipt and processing of the unit travel card application.  The Chief of Logistics in each district assigns an account manager and an alternate to manage the district’s unit travel card account.  Additional cardholders may be assigned under the designated account manager.

· Proper Use of the Unit Travel Card.  USACE personnel are authorized to use the unit travel card only for the reserving of lodging accommodations and rental cars for official travel in preparation for deployment in support of emergency response operations.

· Each deployed employee must use their IBA when making final arrangements to secure lodging and rental vehicle.  This will ensure that these charges are not erroneously placed on the unit travel card.
TRAFFIC  MANAGEMENT
Purpose.  To outline the basic tasks and responsibilities of the LPRT regarding freight transportation management.

General.  Freight Traffic Management (TM) pertains to the coordination, tracking, and movement of equipment and supplies.       

General Tasks and Responsibilities.   TM will coordinate track and control movement of all commodities and equipment controlled.  


a. Transportation Specialists will work with FEST Mission Managers and Contracting directly to move equipment and supplies. 


b. Transportation Coordinators will work with United States Transportation Command (TRANSCOM) to acquire transportation assets necessary to move equipment and supplies and will track all shipments to include managing flow in and out of an event area.  

Materiel Flow and Handling.  TM will be responsible for the mode of transportation used for movement of materials into the event area.  TM will use the most cost effective method of shipping equipment and supplies that meet mission requirements for quantities on hand.  TM will continually evaluate the methods of shipping.  It is also essential for TM to evaluate the event areas ability to receive (unload and store) equipment and supplies by the various shipping methods.   All transportation services will be provided IAW applicable service regulations.


Physical Close Out.  The LPRT Team Leader coordinates with the supporting FEST the physical completion of a mission assignment by the Supported Division or designated responding organization. Contractors completing demobilization, warranty work being completed and USACE personnel returning to normal duties mark the physical closeout.  Physical close out occurs before fiscal closeout. 

