Travel Tips and Reminders for the 2012 Fall Conference 

· All travelers must have a User ID and password for E2 to enter a travel authorization.  Travelers needing access can contact Sharon.Lawrence@ed.gov.
· All travelers must complete a travel authorization in E2 prior to traveling.  Travelers should keep in mind that making reservations online via E2 will incur a processing fee of $6.49.  Travelers speaking to an agent with Carlson to make reservations will incur a processing fee of $31.49. ‪
All travel authorizations created in E2 must:

· Indicate “Conference” for travel in the “Select Reason for Travel” drop down box. 

· Since there is limited space in “the Specific Travel Purpose” box, more detail should be typed in the “Remarks” section.  Type Non-Exempt in the “Specific Travel Purpose” travel authorization box and “2013 FSA Training Conference” in the remarks.    

· We will be using the E2 system to manage and report travel expenses to OMB and Congress.  It is very important that travelers, travel approvers, and travel certifiers verify that the appropriate information is entered into the system.  See attached Memo on Non Exempt - Exempt Travel Authorizations.
· All travelers are required to use a government travel card for official government travel.  Travelers needing a government credit card should contact Sharon.Lawrence@ed.gov  for the application and the GSA travel link that needs to be completed for the application to be processed.

· ‪‪All travelers must depart and return from their official duty station.  Travelers that need to combine personal travel should make those reservations directly with the airline.  Government issued tickets may be exchanged to incorporate personal travel.   FTR 301-10.8 (www.gsa.gov/portal/content/103835).
‪ 
•
An employee traveling on official business is expected to exercise the same care and reasonableness in incurring expenses that a prudent person would exercise if traveling on personal business. The traveler will limit expenses to those that are essential to the transaction of official business.  Employees will be responsible for paying increased costs that result from personal preference. Employees must travel to their destination by the usually traveled route unless ED authorizes or approves a different route as officially necessary.   In addition, ED has to find it in its best interest to authorize travel from a location other than the official duty station (officially necessary).  Personal convenience is not a reason for ED to alter the travel.
· ‪All rental car requests require a justification. That justification can be that other employees will be utilizing the vehicle. If so, please list the names of the other employees and for what purpose the car is needed.  FTR 301-10.450 (www.gsa.gov/portal/content/103319).
· For travelers requesting Compensatory Time, please review the following: (connected.ed.gov/doc_img/pmi_550-4.doc).

‪ 

· ‪Upgrades for premium or choice seating is NOT a reimbursable expense.   FTR 301-10.123 (www.gsa.gov/portal/content/102088)

· For more information on government conference attendees, please review FAR Subpart B—Conference Attendees.  FTR 301-11.11 (www.gsa.gov/portal/content/103320)

Note to Subpart B: Use of pronouns “we”, “you”, and their variants throughout this part refers to the
Agency.
· For information on the applicable M&IE rate when meals or light refreshments are furnished by the
Government or are included in the registration fee, please review the following FTR 301-11.18 :
(www.gsa.gov/portal/content/101518)

· For the 2012 Fall Conference, employees are tax exempt.  Government staff must present their government ID and credit card upon check in, along with the tax exempt form. This form will be available on the Conferences section of SharePoint and also attached to this reminder.

· ‪Refer to the FAR 301 TDY Allowances for a list on what are and what are  not reimbursable expenses:  FTR 301-12 (www.gsa.gov/portal/content/103319)

· When travelers have multiple (local) airport choices, travelers will need to request approval to fly from the higher cost airport if the total airfare cost differential exceeds $250.  This approval must be obtained in advance of the trip from the traveler’s respective Principal Officer.  If the cost is less than $250, no Principal Officer approval is required.  
· Please remember to utilize the economy parking.  Daily parking will require a justification for reimbursement.
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