 FAO IRT Pre-Travel Checklist

1. General.
a. Read and comply with the FAO IRT Defense TS business rules. 
b. Understand Joint Federal Travel Regulation (JFTR), Appendix G (Reimbursable Expenses on Official Travel). http://www.nps.edu/travel/documents/AppendixG.pdf. 
c. Arrange travel through a Government-contracted Commercial Travel Office (CTO)—directed by the JFTR.
d. Use your Government Travel Charge Card (GTCC)—directed by JFTR.
2. Travel Tab.  Do not select CBA (Centrally Billed Account) as a method of reimbursement for airfare, rental charges, etc. unless specifically authorized by the Authorizing Official (AO).
3. [bookmark: _GoBack]Expenses Tab.
a. Non-Mileage Tab.  Include estimates for the following (not an all-inclusive list):
1) Taxis
2) Public transportation
3) Cultural site entry fees
4) Mandatory “service charges/fees” for lodging
5) GTCC transaction fees
b. Mileage Tab.  If using POV, claim only mileage or gas, but not both.
c. Per Diem Entitlements Tab.
1) If breakfast or other meals are included in the lodging price and the price is not the same as a room without meals, check the appropriate box for the meals included.
2) If you have arranged lodging for no cost, input a comment to the Authorizing Official.
4. Accounting Tab.  Select the appropriate XX FAO-GFEBS.
5. Other Auths. Tab.
a. “Other Auths”  “Other (see remarks below)”  Add the following phrase and save:  
“Objectives cannot be satisfactorily accomplished less expensively by correspondence, teleconferencing, web-based communications, or other appropriate means.  Travel is for FAO conducting in-region training (IRT), a MEL-4 certification requirement for Functional Area 48.”
6. Pre-Audit Tab.
7. Include all expenses you plan to submit for reimbursement in your travel authorization request.  Items not listed in your authorization may not be reimbursed (fuel, rental car, museums, etc.). 
8. Understand that you will not be reimbursed for lodging amounts over the standard per diem rate unless the U.S. Embassy specifically directs you (not “recommends”) to stay in a hotel that exceeds that amount.  Proper documentation must be submitted in the “Substantiating Records” tab of DTS.
9. Obtain pre-approval from the FAO Program Manager to authorize tour guides in countries where you lack working language ability or where tour is mandated by the U.S. Embassy for a particular site. 
10. Gain pre-approval from the FAO Program Manager for locations where I may need a GPS. 
11. Review the “FAO IRT Travel Claim Checklist” to understand what may be legally claimed, authorized, and denied.
