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MEMORANDUM FOR:  All NOAA Employees

FROM:  

R. J. Dominic




Director, Finance Office/Comptroller

SUBJECT:  
NOAA Travel Handbook Updates

Effective immediately, NOAA and Department of Commerce (DOC) Travel Handbook updates and advisories will be posted on the NOAA Finance Office Web-site, and will no longer be distributed in hard-copy format.  However, Federal travel amendments will continue to be distributed in hard-copy format.  

An “All NOAA Employees” e-mail will announce all NOAA and DOC Travel Handbook updates.  The NOAA Finance Office Web-site (WWW.RDC.NOAA.GOV/~FINANCE/TRAVEL.HTM) contains Federal, DOC, and NOAA travel regulations, Citibank travel information and forms, per diem rates, and links to other useful travel Web-sites.  

NEW TRAVEL UPDATES CURRENTLY POSTED ON THE NOAA FINANCE WEB-SITE:

DOC SPECIAL TRANSMITTAL (ST) 00-4 (FEDERAL TRAVEL REGULATION (FTR) AMENDMENT 90):

DOC ST 00-4 implements the requirements of Public Law 105-264, October 19, 1998, which requires (1) the use of the Citibank Government travel card for official travel performed after

February 29, 2000, (2) the payment of interest to an employee when reimbursement of a proper travel voucher exceeds 30 calendar days, and (3) collection of amounts owed to the Citibank Government travel card contractor.  NOAA travel regulations implementing these requirements will be issued and posted on the NOAA Finance Office Web-site by April 30, 2000.

LODGING TAXES FOR NON-FOREIGN AREAS:

Effective January 1, 2000, Non-foreign (Alaska, Hawaii, possessions, etc.) lodging taxes paid by the traveler are reimbursable as a miscellaneous travel expense limited to the taxes on reimbursable lodging costs.  For example, if your agency authorizes you a maximum lodging rate of $50 per night, and you elect to stay at a hotel that costs $100 per night, you can only claim the amount of taxes on $50, which is the maximum authorized lodging amount.  Foreign lodging taxes will continue to be paid as part of the lodging expense.

E-TICKET REMINDERS:

NOAA prefers travelers to use a centrally-billed account at a Travel Management Center (TMC) when procuring common carrier transportation.  However, in emergency situations, travelers who use the individual Citibank Government travel card to procure e-tickets must follow the requirements of FTR 301-10.106(a) - (c), and must annotate the complete Citibank account number on the passenger receipt.  In addition, travelers are reminded to verify that a copy of their travel order is sent to their servicing TMC when procuring e-tickets, prior to departure.

Please call Pat Oliver or Rachael Wivell in the NOAA Travel Office on (301) 413-3060 if you have any questions.         



