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SUBJECT: Revised Local Travel Definition and Policy 

Purpose: To revise the definition of local travel, designate local travel areas, and grant 
authority to delegated officials to approve reimbursement of per diem while perfonning 
official business in the local travel area for extenuating circumstances. Procedure to 
follow for reimbursement of local travel and document retention is addressed. 

Background: The Agriculture Travel Regulation (ATR) does not clearly address when 
reimbursement of local travel expenses may be authorized based on the definition stated in 
the ATR, published December 8, 2015. Therefore, the Office of the Chief Financial 
Officer (OCFO) must provide clearer guidance to ensure USDA employees and invitational 
travelers follow proper reimbursement procedures for local travel expenses. Additionally, 
the A TR does not designate local travel areas nor provide the definitions for official duty 
station, worksite, alternative worksite, and remote telework. The ATR prohibits the 
authorization of per diem expenses while in the local travel area. However, there may be 
extenuating circumstances whereby per diem expenses may be allowable. 

Definitions: 

Alternative worksite: According to the USDA Telework Program policy, an alternative 
worksite is defined as: 

"A worksite location, other than the traditional office that satisfies all requisite federal 
health and safety laws, rules and regulations pertaining to the workplace, where an 
employee performs their official duties while teleworking. Supervisors may authorize 
telework from a number of alternative worksites. Temporary authorizations or changes in 
the location of designated alternative worksites do not require a new Telework 
Agreement." 

Local travel: USDA's local travel policy is any travel as a result of official business within 
the SO-mile radius of the employee's official duty station/worksite and residence (using the 
most direct route) lasting less than 12 hours. 

Local travel areas: Per Executive Order 13150, the National Capital Region (NCR) 
consists of the following: the District of Columbia; Montgomery, Prince George's, and 
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USDA employees may be approved for the reimbursement of local travel expenses 
incurred while performing official business in or around their official duty station/worksite 
and residence; reimbursement is limited to local travel costs exceeding the employee's 
normal commuting expense. 

Allowable local travel expenses include such things as the cost for the subway, bus, train, 
taxi, transportation network companies (such as Uber, Lyft, etc.), innovative mobility 
technology companies (such as Zipcar, Capital Bikeshare, etc.), mileage, tolls, and parking. 
The use of a rental car in or around the local travel area is strictly prohibited. Local travel 
expenses could be incurred in a variety of work-related situations, including, but not 
limited to: required attendance at meetings, conferences, other official functions, training, 
or periodic work assignments at alternative duty locations in or around the official duty 
station/worksite. When a Government-owned vehicle (GOV) is authorized, advantageous, 
and available, USDA employees should consider using a GOV for local travel. 

Generally, USDA employees performing local travel may not be reimbursed for per diem 
(lodging and meals/incidental) expenses. However, an exception may be made for 
extenuating circumstances such as a threat to human life or Federal property. If an instance 
like the aforementioned arises, then an employee may use the Government-issued travel 
charge card to pay for travel expenses; prior approval must be granted before incurring any 
expenses. For normal local travel, the travel charge card cannot be used. 

Approval for local travel expenses shall be made on a case-by-case basis. The traveler 
seeking reimbursement must clearly illustrate and justify that local costs incurred were 
additional, out-of-pocket expenses, and not part of the normal commuting expenses. 

Local travel expenses must be claimed within the fiscal year the expenses were incurred, 
and may be reimbursed through the Agency/Staff Office Time and Attendance system, or 
direct entry via the Department's financial system. When requests are submitted via direct 
entry, the processor must use the Local Travel Invoice module in the financial system to 
process the request. 

Regardless of which system is used to process the claim, the traveler must complete and 
submit Optional Form-1164, Claim for Reimbursement for Expenditures on Official 
Business. The form must be submitted to the traveler's approving official for review and 
approval. Receipts, or other appropriate documentation ( e.g. summary of metro card 
swipes), must be included for expenses, regardless of cost. Either the traveler or the 
approving official must maintain a copy of OF-1164 and the receipts for six years, in 
accordance with the National Archives and Records Administration (NARA) General 
Records Schedule (GRS) 1.1: Financial Management and Reporting Records, item 010. 

Agencies and Staff Offices must report the following information to their designated 

Senior Accountable Travel Official annually by September 30th :

• Total number of local travel expenses paid by expense type e.g., parking, taxi, bus,
and mileage (using a Privately-Owned Vehicle or GOV); and






