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.

Section 25.02 - Scheduling Travel.

(1)
Management shall, to the maximum extent practicable, schedule administratively controllable travel to occur within each employee's standard daily and 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 a temporary duty assignment requires a traveler to be away for thirty-five (35) or more calendar days, Management shall, in accordance with the provisions and requirements of Comptroller General Decision B-130082 (June 20, 1976) and other applicable decisions, laws, or regulations, and upon request of the employee, authorize the traveler to return to the official duty station during non-duty hours after the traveler has been away twenty-one (21) calendar days.

Section 25.03 - Overtime Pay in Travel Status.

(1)
Time spent in travel status away from the employee's official duty station is considered as hours of employment for overtime purposes only when:

(a)
The travel is performed within the days and hours of an employee's administrative work​ week (the employee's regular tour of duty, including regular overtime work);

(b)
The travel involves the performance of work while traveling or is carried out under arduous conditions; or

(c)
The travel results from an event that could not be scheduled or controlled administratively.
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(2)
For employees covered under FLSA the only travel time that can be counted as hours worked is travel between the starting time and the ending time on a non-workday, usually Saturday or Sunday, that occur within the hours that would be normal working hours if it were a regular workday. For travel time outside regular duty hours to be considered "hours of work," the purpose or condition of the travel must meet one of the criteria in (a) above.

Section 25.04 - Travel Advances.

(1)
Travel advances requested on a timely basis shall be made available prior to departure.

(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. In no case shall employees be required to use personal funds for travel purposes.

(3)
The amount of travel advance shall be determined by multiplying the per diem/subsistence rate by the estimated number of days in travel status. Where a privately-owned conveyance is involved, an additional amount will be included to cover the estimated mileage.

(4)
Employees utilizing a revolving travel advance shall be entitled to one and one-half times their average monthly travel expenses for the preceding quarter. When unusual circumstances warrant, the employee may obtain an additional advance in accordance with subsection (3) above.

Section 25.05 - Mode of Transportation.     Official travel will be by the method of transportation most advantageous to the Government, cost and other factors considered. Methods include: common carrier, public transportation, Government-furnished vehicles, privately-owned vehicles and rental of commercial vehicles. An employee is entitled to use a privately-owned vehicle in lieu of a Government-furnished vehicle subject to mileage reimbursement criteria prescribed in Federal and Departmental travel regulations. No employee will be required to use their privately-owned vehicle in the course of business unless such use was made a condition of employment.
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Section 25.06 - Reimbursement of Official Travel.

(1)
Employees who are ordered by Management to per​form official travel shall be reimbursed for all authorized expenses at the maximum standard rate allowed by law, rule or Government-wide regulation.

(2)
When the use of a privately-owned conveyance is advantageous to the Government, the employee will be reimbursed at the maximum standard rate allowed by law, rule or Government-wide regulation.

(3)
Reimbursement will 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 - High Mileage Drivers.     An employee who regularly uses a motor vehicle for operational travel and averages 12,000 miles or more in a twelve-month (12) period, shall be given the option of using their privately-owned vehicle or requesting the assignment of an interagency motor pool vehicle. The start​ing date of the assignment will depend upon the availability of a car.

Section 25.08 - Vehicle Safety.     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.
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