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NAMTRAGRU INSTRUCTION 1320.1M
Subj:
TEMPORARY ADDITIONAL DUTY (TEMADD) ORDERS 

Ref:
(a)
MILPERSMAN 1810100



(b)
NAVCOMPT Manual



(c)
U.S. Navy Travel Instructions



(d)
Joint Federal Travel Regulations (JFTR)



(e)
MILPERSMAN 3020280

Encl:
(l)
Priority List of Types of TEMADD



(2)
Procedures for Requesting and Liquidating TEMADD Orders at Headquarters

l.  Purpose.  To publish revised procedures for requesting, screening and issuing TEMADD orders and filing travel claims within NAMTRAGRU.

2.  Cancellation.  NAMTRAGRUINST 1320.1L.  Since this is a major revision, changes are not indicated throughout.  

3.  Background

a.  Department of the Navy policy requires effective command control of official TAD travel funding.  It further requires all levels of command to eliminate travel that is not absolutely mission-essential and to minimize total TEMADD costs for travel that is essential.


b.  All personnel assigned to NAMTRAGRU Headquarters or detachments are under the operational and administrative control of the Commanding Officer, Naval Air Maintenance Training Group.


c.  TEMADD funds must be used in the most efficient manner possible.  Valid TEMADD requirements consistently exceed available assets, so each TEMADD expenditure must be the minimum required to accomplish the task.  Military and civilian members are expected to exercise the same care in incurring expenses while on TEMADD orders that a prudent person would exercise if traveling on personal business.


d.  Per reference (a), TEMADD orders assign members to temporary duty in addition to present duties and direct them, upon completion of the TEMADD, to resume regular duties.


e.  Outstanding travel advances represent an indebtedness to the Navy.  Prompt liquidation is necessary to maximize resources.  The amount of money committed and long delays occurring in clearing travel advances indicate a need to improve compliance with the control, accounting and collection processes established by reference (b).

4.  Definitions

a.  Government Quarters.  Sleeping accommodations owned or leased by the U.S. Government.  Government quarters will be used when commuting time is within one-half hour or less of a government installation with adequate quarters. Sleeping accommodations on aircraft, trains or buses and accommodations built and operated by nonappropriated fund activities are not Government quarters.


b.  Nongovernment Quarters.  Quarters furnished with or without charge by non-U.S. Government sources such as local or state governments, foreign governments, other government agencies or the International Red Cross during disasters.


c.  Commercial Accommodations.  Hotels or hotel-like accommodations which are open to the general public.


d.  Lodging as a Guest of Friends or Relatives.  Lodging without cost, including lodging as a guest of friends or relatives.  The intent of this quoted item is to allow zero dollars for lodging whenever a traveler stays with a friend or relative.  Any claim for reimbursement for this type of lodging will be denied.


e.  Government Air Transportation (GOVAIR).  Transportation facilities owned, leased or chartered and operated by the U.S. Government.  Reference (c) requires the use of GOVAIR whenever practicable.


f.  Government-Procured Commercial Air Transportation.  Transportation procured directly from a commercial carrier with a Government Transportation Request (GTR) or other document issued by an appropriate U.S. Government transportation official.  Reference (d) requires that U.S. flag carriers will be used for all commercial foreign air transportation if available.  Foreign registered carriers may be used only if U.S. registered transportation and GOVAIR are not available.


g.  Administrative Travel.  Travel for functions that could be achieved by alternative means or cancelled without impacting directly on essential mission objectives. 


h.  Operational Travel.  Travel that is required by operational necessity to meet assigned missions and functions. 


i.  Emergency Travel.  Travel outside Continental U.S. (CONUS) performed by members on emergency leave.  Per reference (e), members are authorized funded emergency leave on a TEMADD basis from a port of embarkation outside CONUS to port of debarkation in CONUS and return; or from port of embarkation in CONUS to port of debarkation outside CONUS and return; or from a port of embarkation at an overseas station to a port of debarkation at another overseas station and return.  Transportation at government expense is authorized on a space-required basis via military-owned or military-controlled transportation and is chargeable to the appropriated fund which supports the TEMADD travel of the unit to which the member is attached.  For additional guidance regarding emergency leave refer to reference (d), paragraph U7205.


j.  Reimbursable Travel.  Travel by NAMTRAGRU personnel on NAMTRAGRU orders, but funded under a reimbursable job order from another command.  


k.  In-and-Around Mileage.  Official travel performed by members in the course of their duties when TEMADD orders are not issued or when TEMADD authorizes POV and in-and-around is also authorized.  Per reference (c), claims for reimbursement for in-and-around mileage will be filed on Standard Form 1164.  These requests will be approved in advance via phone conversation with the Director of Training (DOT).  OINC's must ensure government transportation is not available before requesting in-and-around mileage.  The original Standard Form 1164, signed by the claimant, will be sent to NAMTRAGRU (Code 0315) with a cover letter from the OINC explaining the in-and-around mileage and certifying government transportation was not available.  The form will be returned to the originator after the funds are obligated and the form is signed by the approving officer.  Members, both civilian and military, will be authorized reimbursement for in-and-around mileage only if it exceeds the distance that the member normally drives daily.  This mileage will be funded at the same rates as regular TEMADD orders.


l.  Frequent Traveler.  A person who is required to travel on official TEMADD at least twice a year. 

5.  Policy

a.  Due to the lack of adequate travel and per diem funds in recent years and close scrutiny by Congress, the policy of the Commanding Officer, NAMTRAGRU, is to closely monitor TEMADD travel to ensure all travel performed is mission essential.  All NAMTRAGRU personnel, whether requesting TEMADD travel orders for themselves or others, must clearly justify the travel after exhausting other means to attain an objective, such as conducting business via telephone or by written correspondence.  


b.  Frequent travelers in grades E-7/GS-9/WG-8 or higher are expected to use Government affiliated credit cards.   Frequent travelers in lower grades are encouraged to use them.  


c.  Except in extenuating circumstances, new travel advances will not be authorized to personnel who have prior travel advances outstanding longer than 10 days after trip completion.


d.
The priority for NAMTRAGRU travel is provided in enclosure (1).

6.  Methods and Procedures for Curtailing Official Travel and Reducing Travel Costs are listed in par. 3154 of reference (c) and in reference (d).  They include, but are not restricted to, the following:


a.  Do not authorize or request TEMADD when a situation can be handled by mail, message or telephone.


b.  Minimize the number of people who travel for a single purpose, e.g., never allow two or more persons to travel when one can do the job.


c.  When possible, ensure travel is performed by personnel from stations closest to travel destinations and let them publish the results to other interested parties and request necessary contributions from other persons via telephone.


d.  Screen TEMADD requests to limit trips, number of individuals traveling, itineraries and durations to those that are essential to assigned missions. 


e.  Maximize use of GOVAIR.  Detachments requesting TEMADD by message will verify GOVAIR  availability/nonavailability on each request.


f.  Maximize use of government quarters and messing facilities.  All travelers will use government quarters (which are designated adequate) and messing facilities or obtain endorsements from the Bachelor Officers Quarters/Bachelor Enlisted Quarters (BOQ/BEQ) stating that no quarters or messing facilities were available.  If no substantiating endorsement or statement of nonavailability for quarters and messing is furnished, use of government facilities will be assumed and the minimum per diem paid when liquidating the claim.  The traveler must obtain required endorsements at all TEMADD locations except when exempted in the original orders.


g.  TEMADD advances for infrequent travelers, frequent travelers below grades E-7/GS-9/WG-8 who do not have government affiliated credit cards and travel situations where the traveler is prevented from using the card normally will be limited to 80 percent of estimated per diem and miscellaneous expenses.   

7.  Procedures.  Department heads and OINC's must ensure requests for TEMADD orders are submitted in sufficient time for processing (preferably 2 weeks prior to departure date).  Headquarters personnel will follow the procedures of enclosure (2).  Detachments will request TEMADD orders by message, providing the following: 


a.  Full name, rank, rate or grade/title (Civil Service employees) and Social Security Number (SSN).


b.  Place or places to be visited.


c.  Date and requested time of departure.


d.  Duration of TEMADD.  Duration of TEMADD must be the minimum time necessary to complete official business and travel, unless extending the trip will qualify the traveler for reduced fare and result in a net cost reduction.  Travelers will establish the duration of TEMADD prior to requesting orders to avoid excessive fund obligations or order modifications.  Carefully estimate the number and fractions of per diem days and the rate per day and request no more than the amount required to accomplish the mission.  Generally, one-half of the first and last days should be excluded when computing the advance.  Excessive time and travel spent after completion of TEMADD may result in loss of per diem and may be charged as leave.  TEMADD in a per diem status normally will not be extended without written authorization from the Commanding Officer.


e.  Availability of Government quarters and messing facilities.  Confirm whether government facilities are available, including use of Navy Lodge.  Furnish confirmation number if quarters are available and a nonavailability number if they are not.  A confirmation number or nonavailability number must be furnished on the TEMADD Orders Request (CNET-Gen 1320/1).


f.  Transportation at TEMADD Destination.  Government transportation must be used when available and practical.  If rental car/other transportation is required, provide justification. 


g.  Mode of Travel.  Indicate mode of travel for each individual.  The primary mode of travel will be GOVAIR and nonavailability must be certified.  When traveling by scheduled GOVAIR, the TEMADD request must clearly indicate this arrangement.  POV may be approved when more advantageous to the government or at member's conveience, not to exceed airfare.  Reduced commercial airfare travel is encouraged and if anticipated, the fare(s) must be reported.  


h.  Justification for Travel.  Include detailed description of duties to be performed and topics/ items to be discussed, unless classified.  Be as specific as possible when stating reasons for TEMADD orders.  Include the detachment name and MTU number and, when applicable, identify course title and course identification number (CIN)."


i.  Present Duty Station and Detachment.


j.  Security Clearances.  Indicate security clearances required for places being visited and clearance data for each individual.  If none, so state.

8.  Preparation of Orders.  Code 0315 will prepare TEMADD orders for all headquarters personnel and for detachment personnel when time permits.  Other orders will be prepared by detachments, when authorized, via message.  Message authorization will use the following format:


a.  Std Doc Number, Name, Rate, Tango Number and SSN


b.  Date of Departure


c.  Duration


d.  Itinerary


e.  Justification (purpose)


f.  Accounting data 


g.  Costs: _____dols per diem, ______ dols tvl, ______ dols misc


h.  Block 20 data (i.e., 5d-6-11-14/Coml Air Auth).  Use only applicable numbers.  This does not apply to civilian orders.


i.  Statements (special statements that pertain to individual orders)


j.  Mode of transportation at TEMAAD point (rental car/POV)  

9.  No Cost TEMADD Orders.


a.  OINC's may authorize, but not direct, issuance of "No Cost" TEMADD orders for military personnel under their jurisdiction when the military will benefit but funds are not available.


b.  Detachments will prepare "No cost" TEMADD orders and send a copy to headquarters (Code 0315).

10.  Other funds.  Occasionally NAMTRAGRU will receive travel authorization and accounting data from other commands to perform authorized functions; i.e., COMNAVAIRPAC provides accounting data for off-site/mobile training.  The accounting data normally will be sent to the applicable NAMTRAGRUDET with info to NAMTRAGRU Headquarters.  In all cases, the OINC will ensure Headquarters (Code 0315) is "info/copy to" on any travel authorization involving other funds.

11.  Coordination.  Headquarters personnel who coordinate TEMADD requests (other than message requests) will initiate the TEMADD orders requests.  Code 0315 will initiate TEMADD order requests for all message requests.  Requests will be routed through the DOT, XO and CO.  Disapproved requests will be returned to the appropriate department head with a copy to Code 0315 for historical data.  Approved requests will be sent to Code 0315 for typing and funding.  Headquarters personnel will follow the procedures outlined in enclosure (2).  Detachment personnel will make travel arrangements through the Scheduled Airline Ticket Office (SATO) using GTR's unless POV travel is authorized, and, when adequate BOQ/BEQ reservations cannot be confirmed, will make motel/hotel reservations using government rates and toll free numbers when available.

12.  Issuing Authority.  The issuing authority for all TEMADD orders, except as noted in paragraph 9, is the Commanding Officer, Naval Air Maintenance Training Group.  Modifications to TEMADD orders should be kept to a minimum and must be in writing.  NAMTRAGRU personnel must not accept cost TEMADD orders unless authorized or approved by the Commanding Officer.

13.  Accounting for TEMADD Funds.  All travel requests must be approved before TEMADD orders can be issued.  The DOT is responsible for ensuring availability of funds to cover expenditures.  When approved by the Commanding Officer, the Comptroller Department will obligate funds indicated in the orders.  These funds are estimated and remain committed until travel is completed, claims are submitted by the individual to disbursing for payment and final vouchers are processed through the accounting system.  NAMTRAGRU Headquarters must obtain the final cost of completed travel as soon as possible so that maximum funds are available and known at all times for future TEMADD planning.

14.  Travel Claims.  Apparent fraudulent travel claims have increased throughout DOD.  Department of the Navy policy states that the Commanding Officer is responsible for the reasonableness of actual expense travel claims.  Claims submitted by a traveler with false statements/receipts are also a violation of federal law and punishable as such.  Additionally, travelers who submit claims which include false or inflated figures may forfeit  legitimate expenses included in the claim.

15.  Submission of Travel Claims.  Military and civilian travelers are responsible for preparing and submitting a travel claim on Travel Voucher or Subvoucher (DD Form 1351-2) (whether or not a travel advance was taken) within 5 calendar days after completion of travel.  The projected time for a disbursing office to process a travel claim is 10 working days.  When this time limit is exceeded, the traveler is responsible for following up with the local disbursing office.  The traveler is also responsible for promptly repaying any excess travel advance when notified by the disbursing officer.  The disbursing officer will compute the amount reimbursable to the traveler and if the travel advance is larger, the traveler will be notified to repay the excess.   Travelers must make repayment within 15 calendar days after notification. 


a.  Detachment Personnel Only.  When a completed claim has not been received at headquarters within a reasonable time frame following travel completion (i.e., 1 month: 5 days to file, 15 days to process and 10 days for mail), the Comptroller will request the disbursing officer who maintains the Navy military traveler's pay records or the Marine Corps military traveler's personal financial record, as applicable, to effect pay account checkage for the travel advance.  For civilian employees, the Commanding Officer will request the civilian payroll office to recoup the travel advance by offset from salary.  When an extenuating circumstance, such as hospitalization or administrative delay, prevents submission of a claim to headquarters, pay checkage or salary offset may be delayed until the circumstance is resolved. 


b.  When the completed travel voucher is received from the disbursing officer:



(1) Detachment travelers will immediately forward a legible copy of original orders with endorsements, Form DD 1351-2, DD 1351-3, Government Transportation Request (GTR) and a copy of all payment/collection vouchers to headquarters (Code 02).  A copy of all liquidated travel claims is to be provided to headquarters for all authorized travel whether involving NAMTRAGRU funds, reimbursable funds, other funds, etc.  



(2) Headquarters personnel will follow the procedures in enclosure (2).  



(3) Individuals are responsible for ensuring their claims are reasonable and accurate.  Copies of receipts and explanations must be forwarded for lodging, rental car, and for other items claimed which appear excessive.

16.  Audit of Travel Claims

a.  The Comptroller Department (Code 02) will audit all travel claims to ensure claimed expenses are reasonable.  Claims for headquarters personnel will be preaudited by Code 0315 using the guidelines in enclosure (2).  


b.  Travelers will be notified of questionable claims and will be required to furnish additional explanation/justification.  Questionable claims that cannot be adequately explained/justified or appear to be fraudulent will be submitted to higher authority for disposition.

17.  Budget Inputs.  Headquarters Department Heads will submit anticipated travel budgets for their departments annually to the Comptroller (Code 02) for incorporation into the total NAMTRAGRU budget.  The Training Operations Department Head will normally budget travel for the detachments; however, OINC's need to notify him of any unusual requirements.  These budget inputs, for the following fiscal year, must be submitted when the NAMTRAGRU annual budget request is issued.  Submit quarterly updates in conjunction with OPTAR submissions as required.  Use the following format for budget submissions (read in 11 columns): Department; Purpose of Travel; Dates of Travel; Priority Code; Distribution Number of Travels; Gov. Qtrs. Availability; Rental Car Required; Mode of Transportation; Estimated Total Cost; and Comments.

18.  Responsibilities

a.  Headquarters Administration Department will ensure all transferring personnel check out with the Comptroller Office (02).  Code 02 will check that all travel orders have been liquidated with copies on file before signing the check out sheet.


b.  OINC's will maintain a tickler file of all issued TEMADD orders to ensure members submit their travel claims within 5 days of return and that completed travel claims are forwarded to headquarters.  In addition, ensure all transferring members' completed travel claims have been forwarded to headquarters before they are signed out of the detachment.  Notify headquarters by message if a transferring member has any pending travel claims at the local disbursing office. 


c.  Department Heads and OINC's will ensure their assigned personnel are made aware of this instruction and enforce compliance.  The Comptroller Department will maintain a tickler file for all issued travel orders and institute follow-up action as needed.
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By direction

Distribution: 

NAMTRAGRUINST 5216.1Y (Lists I, II, III (Cases 1 and 2) and IV)


PROCEDURES FOR REQUESTING AND LIQUIDATING TEMADD ORDERS AT HEADQUARTERS
l.
All headquarters personnel who initiate travel requests or are required to travel are responsible for the following:


a.  Provide all information necessary, using TEMADD Orders Request, for Code 0315 to make required berthing/car rental/travel reservations.  For budgeting purposes, put the following statement on TEMADD Orders Request: "Travel is in support of Detachment (name) and MTU number."  To assist SATO in obtaining the most cost-effective travel, provide a large window of earliest and latest desired times of departure.  Personnel should keep in mind that super saver and excursion fares are usually set for specific times; therefore, these special fares are not appropriate for conferences/meetings that have an uncertain meeting termination date.  Open-ended Government Transportation Requests (GTR's) can be more costly and should be compared to other options.  Normal processing time for travel requests is 5 working days.  Emergency walk-throughs will be expedited upon request. 


b.  Personnel who are traveling by commercial air should pick up their TEMADD Orders and GTR from SATO.  Orders for personnel traveling by privately owned vehicles or government air will be routed directly to the traveler after they are signed.


c.  After completing TEMADD and prior to submitting travel claims, each individual should personally deliver the completed TEMADD Orders and four copies of all supporting documents to Code 0315 for preaudit.  (Send in gaurd mail at your own risk.  Orders sent by guard mail will be returned to sender by yard mail.  They will not be forwarded to PSD for liquidation.) 


d.  When the BOQ/BEQ used was unsatisfactory, draft a letter for CO's signature to the host command listing discrepancies.  When contract air carriers or contract rental cars are unsatisfactory, fill out a survey sheet at SATO.


e.  Deliver orders to Code 0315 who will forward to Personnel Support Detachment to liquidate claim.  


f.  Make motel/hotel reservations as required.  Code 0315 will notify traveler when BOQ/BEQ reservations cannot be confirmed.    

2.
Code 0315 is responsible for the following:


a.  Make reservations for adequate BOQ/BEQ when commuting time is within one-half hour or less of a government installation (i.e., BOQ/BEQ at NAS Miramar for San Diego area and NAF Andrews for the Washington, DC area are considered acceptable commuting distances).  When adequate BOQ/BEQ reservations cannot be confirmed, notify the traveler to make motel/hotel reservations as required and annotate orders with the nonuse authority statement.


b.  Make all travel and car rental reservations through SATO.


c.  Forward original TEMADD Orders to NAVPTO for preparation of GTR.


d.  Preaudit completed TEMADD Orders for all headquarters personnel within 3 working days after TEMADD.  This preaudit will occur prior to liquidation.

3.
The Comptroller Department will maintain files on all completed travel claims.


PRIORITY LIST OF TYPES OF TEMADD

A.
Emergency Leave.


B.
Medical.


C.
Legal.


D.
Factory Training.


E.
Any other instructor training (resulting in instructor qualifications to teach a course, e.g., cross training, Instructor Basic Course, 2M recertification, etc.).


F.
Maintenance Training Requirements Review (MTRR).


G.
Maintenance Trainer Acceptance/Specifications Review/Rework.


H.
Contractor Developed Course Material Review.


I.
Contract Training Procurement (Contract Data Requirements List, Statement of Work, Data Item Descriptions, Review of Proposals, Pre/Post Contract Award Meetings, etc.).


J.
New program/detachment establishment, including site surveys.


K.
Integrated Logistic Support Management Team (ILSMT), Trainer Management Team (TMT) and similar meetings.


L.
Navy Training Plan Review.


M.
Logistics/Supply Support (GPETE, 2V, 6RX conference, SERMIS, Calibration Standards).


N.
Annual Financial Review.


O.
Command Inspection and Training Evaluation (CITE).


P.
Detachment assist visits, including curriculum development, facilities management and interservice support, trainer maintenance, comptroller functions, ADP, etc.


Q.
Manpower meetings (EPMAC, BUPERS, USMC).


R.
Technical Coordinator visits to detachments.


S.
OINC, NCOINC, CPOINC and FTS indoctrination at headquarters.


T.  TQL Training, meetings, etc.


U.
Internal Review.


V.
Liaison with other commands.


W.
Technical Publications Reviews.


X.
Civilian Training (skill development).


Y.
Military Training (skill development).


Z.
Other.
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