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Exercise #5a:    Create TA – Duty Station not in Per Diem Table 

Objectives:  Create a Travel Authorization 
 Select a location that is not in the Per Diem Table 

Notes: For domestic locations inside of the continental United States (CONUS): 
 

1. Check to see if your TDY location(s) is listed by GSA as a key city; 
2. If it is not listed as a key city, check to see if the county for your TDY 

location(s) is listed; 
3. If neither the city nor county are listed, you would use the standard per diem 

rate by entering the location manually and checking the Unlisted checkbox. 
 
To look up counties for domestic locations, use www.naco.org  
www.fedrooms.com allows a government traveler to find hotel rooms that are at or 
below per diem rates. You will need to create an account in order to use this site. 
 
For foreign locations or U.S. locations outside of the continental United States 
(CONUS), i.e., Alaska, Hawaii, Northern Mariana Islands, etc: 
 

1. Check to see if the TDY location is listed by the Department of State (Foreign) 
or the Department of Defense (OCONUS); 

2. If the TDY location is not listed, you would use the “OTHER” per diem rate 
assigned to that state or country by entering the location manually and 
checking the Unlisted checkbox. 

 
Instructions: 

 
Execute the following steps: 

 
You have been asked to do a site visit to Long Beach and Crescent City (California).  You leave 
on March 5th to go to Long Beach. You leave Long Beach on March 9th to go to Crescent City.  
You return home on March 9th.  Your authorization will need to include the following costs: 
 
Estimated Expenses 
$765.00 = Round-trip air fare  
$25.43 = Transaction Fee  
$600 for Rental Car 
$100 for Rental Car Gas 
$60 for Parking at hotel 
$100 for Hotel Tax 
$150 for Taxi 
$100 for Checked Baggage Fees 
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