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INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 4651.1C

Subj:
LOCAL TRAVEL

1.
PURPOSE.  To promulgate policies and establish procedures for authorizing and approving local travel.

2.
ACTION.

a.
Authorizing officials shall comply with the provisions of this instruction.

b.
Comptroller shall insure that all funds are obligated and claims are forwarded within five working days of receipt.

c.
The Personnel Support Branch Chief shall review/approve claims and mail them to Coast Guard Finance Center (FINCEN) for payment.

d.
Claims not within the purview of this Instruction, or disapproved, shall be returned to the approving Division official.

e.
Division Officers shall ensure their personnel are aware of, and comply with, this Instruction.

3.
DIRECTIVES AFFECTED.  CG ISC PORTSVA INST 4651.1B is hereby cancelled.

4.
DISCUSSION.  Local travel is travel of less than 24 hours performed by a member on official business within and around his/her duty station for which per diem is not authorized.  Local travel may be authorized orally by designated officials.  The authorizing official should designate the mode of travel that will enable the member to accomplish official business most effectively.  Primary consideration should be given to economy and travel time involved.

5.
POLICY.

a.
The local travel area for ISC Portsmouth personnel is defined as the area within and between the Virginia cities of Norfolk, Portsmouth, Chesapeake, Virginia Beach, Suffolk, Newport News, Hampton, Yorktown, Williamsburg, and Elizabeth City, NC. The local travel area also includes the counties of Gloucester, James City and York in Virginia, plus Pasquotank and Camden counties in North Carolina.

b.
Designated officials for authorizing and approving local travel at ISC Portsmouth are the ISC Commanding Officer, Executive Officer, Division Officers, and the Personnel Support Branch Chief.

c.
Local travel must be authorized in advance of performing the travel except in those emergency situations when an authorizing official cannot be contacted.  In such instances, approval may be given subsequent to the travel being performed.

d.
Public transportation or government vehicles will be the primary source of transportation for local travel when available.

e.
The use of taxicabs or privately owned vehicles may be authorized only in those instances when it is clearly more advantageous to the government.

f.
If two or more members ride together in a privately owned vehicle (POV), only the driver shall file a claim for reimbursement.

g.
Reimbursement for actual mileage for all local travel by POV is authorized under the following conditions and limitations:

(1)
For trips from permanent duty station to one or more points of assigned duty and return to the permanent duty station.

(2)
For trips from permanent duty station to one or more points of assigned duty and terminating travel at place of residence.

(3)
For trips from place of residence to one or more points of duty (excluding permanent duty station) and return to place of residence.

(4)
For trips from place of residence to one or more points of duty and return to the permanent duty station.

(5)
Members who travel by POV are entitled to reimbursement based on odometer readings or other evidence furnished by the members involved as to the actual distance necessarily traveled in conducting official business.  In addition to mileage allowance, members may be reimbursed for the actual cost of parking fees, bridge, road and tunnel tolls in connection with such use of POV.

h.
If, for any reason, local travel costs are expected to exceed $100.00, prior approval must be obtained from the Supply Officer or the Comptroller, to insure that the unit’s travel ceiling is not exceeded, and that funds are available.

6.
PROCEDURES.

a.
Authorization of Mode.  Prior to approving use of taxicab or POV, the authorizing official must determine that it is more advantageous to the government.  The approving official shall make a determination based upon:

(1)
Overall time required to accomplish the mission or task.

(2)
Travel time and distance to and from the points of origin and destination.

(3)
The urgency of the business to be accomplished.

(4)
Conditions such as weather, the need to transport a large volume of equipment or records, and the physical capabilities of the traveler.

b.
Claims Submission.  Submit claims for reimbursement for local travel expenses on Standard Form 1164 (original and two copies), within 10 working days of completing the travel to the authorizing official.  The following information must be provided:

(1)
Name, rank, rate or grade and social security number of claimant.

(2)
Points of travel.  Full destination/addresses are required.  Such wording as “home”, “Norfolk area”, “office”, etc., are not acceptable.

(3)
Fares and/or tolls identified by facility used.  Receipts are not required for tolls or fares under $25.00.

(4)
Signature of claimant.

c.
Claims Approval.

(1)
The authorizing official in each division shall review, and approve, the local travel claim and forward it to the Comptroller.

(2)
The Comptroller will screen the claim for correctness, insert accounting data, obligate funds and forward claim to the Personnel Support Branch Chief.

(3)
The Personnel Support Branch Chief shall review the claim and inform the claimant of any inappropriate claim items which require adjustment, and then forward the claim to FINCEN for payment.

7. ENVIRONMENTAL ASPECT AND IMPACT CONSIDERATIONS.  Environmental considerations were examined in the development of this instruction and have been determined to be not applicable.

8. FORMS/REPORTS.  None.
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