ARTICLE 25
TRAVEL AND PER DIEM

Section 25.01 - General. Management and the Union recognize that the nature of the mission of the Department requires bargaining unit employees to travel away from their official duty station. Employees designated by and acting in behalf of the Union are governed by Article 7. The Travel Handbook is available in each administrative office. A copy of the Handbook is also available from Supply and Forms Distribution in Headquarters. Management shall also provide a pocket travel guide that shall be available to all employees. The guide shall contain basic rules and tips for travel.

Section 25.02 - Scheduling Travel.

(1)
Management shall, to the maximum extent practicable, schedule administratively controllable travel to occur within each employee's standard weekly working hours.

(2)
Management shall give as much notice as practicable to employees selected for assignments involving travel which requires advance planning.

(3)
If circumstances require the employee to depart his or her permanent duty station prior to official business hours on Monday, the employee may receive appropriate travel and per diem not to exceed one and three-fourths (1 3/4) days by leaving during regular duty hours on Friday.

(4)
If circumstances require the employee to return to his or her permanent duty station outside of official business hours, the employee must return no later than the next regularly scheduled workday, and shall receive appropriate travel and per diem, not to exceed one and three-fourths (1 3/4) day by leaving during regular duty hours on Friday.

(5)
Training. Employees assigned to training courses shall not be required to share rooms.

Section 25.03 - Overtime Pay in Travel Status.

(1)
For FLSA exempt employees to receive overtime while in a travel status, the assignment must meet both of the following conditions:

(a)
Hours of work officially ordered and approved in excess of forty (40) hours in an administrative workweek or in excess of eight (8) hours in one (1) day; and
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(b)
The hours of work result from an event that could not be scheduled or controlled administratively.

(2)
FLSA nonexempt employees must either:

(a)
Perform work while traveling;

(b)
Travel as a passenger to a temporary duty station and return during the same day; or

(c)
Travel as a passenger on nonworkdays during hours that correspond to his/her regular working hours.

Section 25.04 - Travel Advances.

(1)
Travel advances requested on a timely basis shall be made available prior to departure. Travel advances which require issuance of a Treasury check must be requested ten (10) days before the travel period begins to ensure that the employee shall receive the check prior to departure. A cash advance from an imprest fund may be available prior to the trip when requested on a timely basis.

(2)
Management shall establish reasonable procedures designed to maintain and replenish the imprest fund as often as is necessary to accommodate the usual and emergency travel advance needs of employees.

(3)
The amount of travel advance shall equal eighty (80) percent of the minimum estimated expenses that the employee is expected to incur prior to reimbursement. When the Government charge card program is implemented, the eighty (80) percent travel advance shall be applied against the out-of-pocket expenses that cannot be charged to the card. The travel advance may be based on the full estimated cost of the trip when travel circumstances are expected to prevent the use of the charge card to charge transportation, lodging, car rental, or other travel expenses.

(4)
Employees utilizing a revolving travel advance shall be entitled to one and one-half (1 1/2) times their average monthly travel expenses for the preceding quarter. When the estimated cost for travel exceeds the advance by more than seventy-five dollars ($75), the employee may obtain an additional travel advance.

(5)
Travel advances may be repaid using the employee's personal credit card provided the card is on the Treasury Department's list of approved cards.
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Section 25.05 - Mode of Transportation.

(1)
Official travel shall be accomplished by the method of transportation that is considered most advantageous to the Government, cost, and other factors considered and is authorized on the travel order or approved on the travel voucher.

(2)
If an employee elects to travel by a means of transportation other than the means determined most advantageous to the Government, and the change is approved by Management either on the HUD-25 or the voucher, the traveler may be required to travel during some nonduty hours; or may be subject to reduced mileage reimbursement, as prescribed in GSA travel regulations.

Section 25.06 - Reimbursement of Official Travel.

(1)
Rate. Employees who are ordered by Management to perform official travel shall be reimbursed for all authorized expenses at the maximum standard rate allowed by law, rule, or Governmentwide regulation.

(2)
Effective Date. Increased travel allowances shall go into effect on the first day allowed by the revised GSA regulations. This provision in no way diminishes the Union's right to bargain on the impact and implementation of the revised regulations, and Management shall communicate their proposed implementation of GSA regulations to the Union in a timely mariner.

(3)
Reimbursement. When the use of a privately-owned conveyance or Government-owned vehicle is authorized, reimbursement shall be in accordance with the Federal Travel regulations and the HUD Travel Handbook.

(4)
Taxis. Reimbursement shall be authorized and approved for the usual taxi cab fares, plus tip, to and from an employee's home and office/motor pool when official travel involves per diem/subsistence.

Section 25.07 - Use of Privately-Owned Vehicles and Government​-Furnished Vehicles.

(1)
Employees who are required to use their privately-owned vehicle (POV) or a GSA car for official business shall be reimbursed in accordance with the Federal Travel regulations and the HUD Travel Handbook.

(2)
No employee shall be required to use their privately-owned vehicle (POV) in the course of business unless such use was
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made a formal condition of employment when they accepted their current position.

(3)
Biennially Management shall solicit from high mileage drivers an indication in writing whether he/she shall use a Government-furnished vehicle (GFV) or a privately-owned conveyance for official travel. These commitments shall be used by Management to plan for the number of GFVs needed for the next biennium. If the employee is assigned to use a GFV and the vehicle is unavailable, an alternate mode of transportation shall be authorized in accordance with the Federal Travel regulations and the HUD Travel Handbook.

Section 25.08 - Vehicle Safety.

(1)
No employee shall be required or expected to travel in or operate a Government-furnished vehicle under conditions that are determined unsafe in accordance with Article 26.

(2)
A traffic citation for a moving violation in a GSA car does not necessarily constitute misconduct. The nature of the offense and the totality of the circumstances must be taken into consideration.

Section 25.09 - Periodic Return to Duty Station. If a temporary duty assignment requires a traveler to be away for thirty (30) or more calendar days, weekend return travel to the permanent duty station shall be authorized in accordance with the HUD Travel Handbook, Chapter 1, Part 7, paragraph 1-7.5.c. Approval shall be on a case-by-case basis.

Section 25.10 - Constructive Cost. When employees deviate from the travel authorized on the travel order, a cost comparison shall be computed in accordance with the HUD Travel Handbook.

Employees may take advantage of discount fares with the understanding that reimbursements for nonemergency cash payments for transportation must be approved by GSA before the voucher is processed.

Further, Management shall not be responsible for any penalties imposed on deep discount fares if the trip is canceled for personal reasons.

Section 25.11 - Illness. Employees who become ill or have personal emergency situations may be allowed transportation and subsistence to the extent provided in the Federal Travel regulations and the HUD Travel Handbook.

Section 25.12 - Use of Government Telephone Systems During Official Travel. An employee traveling overnight on official business may make a brief personal call each day.
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(1)
The calls must be to the employee's permanent duty station or within the vicinity of the residence from which the employee reports for duty each day. All exceptions must be approved on a case-by-case basis.

(2)
Employees are encouraged to use the FTS. However, where an employee on official business is not able to utilize the FTS, e.g., work schedule, due to privacy consideration, or location does not provide adequate access to the FTS, use of a commercial telephone is authorized.

(3)
FTS telephones within the Department are to be made available to employees on official travel.

(4)
Payment for calls shall only be authorized when the travel period is more than one (1) night and within the U.S. or other places where the employee is authorized to travel on official Government business. The total number of calls claimed for each trip may not exceed an average of one (1) call per day.

(5)
The call must be brief, for an average cost of seven dollars ($7.00) per day. A statement must be on the travel voucher designating the points between which service was rendered, the cost, and the date of each call.

(6)
Charges for official commercial telephone calls, telegrams, cablegrams, or radiograms on official business may be allowed provided a statement is furnished showing the points between which service was rendered, the date, and amount paid.

Section 25.13 - Travel Bonuses. Frequent Flyer Bonuses, awards, and promotional materials received by employees as a result of official travel belong to the Government. However, employees may keep items that are of no value to the Government, such as membership in a "Captain's Club", certificates entitling the employee to a free upgrade to first class, check cashing privileges, etc.

Section 25.14 - Denied Boarding Compensation. Employees are not entitled to payment offered for involuntarily denied boarding. Employees may retain compensation received for voluntarily vacating an airline seat provided the employee incurs no additional travel expenses beyond those which he or she would have normally incurred and vacating his/her seat does not interfere with the performance of official duties. To the extent an employee's travel is delayed during official duty hours by voluntarily vacating an airline seat, the employee shall be charged annual leave for the additional hours.
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