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REIMBURSEMENT OF TELEPHONE CALLS WHILE ON TRAVEL

I.

PURPOSE

This notice reminds employees of the new method for reimbursing employees for personal telephone calls made while traveling on official business.  FSIS reimburses employees for personal telephone calls based upon a maximum dollar amount rather than a time limitation.  This change was announced in Agriculture Travel Regulation, 
DR 2300-3.  
II.

POLICY

Employees traveling on official business for more than one night may make personal call(s), each night to their residence or to a location within the regular commuting area of the official duty station to speak to members of their immediate family, such as a spouse, minor children, or anyone sharing the same residence with the employee.  See FSIS Directive 3800.1 for additional information on commuting area.  This notice does not change the reimbursement policy for official business calls.  The Agency will reimburse all official business calls when authorized by an approving official as a necessary expense related to travel.

III.

CHANGES

A.
Telephone Call Reimbursement.  

1.
Reimbursement is limited to the actual cost (not a flat rate) of each call(s) not to exceed the following maximum daily reimbursements: 




a.
$5.00 (excluding access charges) for each night of lodging for travel within the 50 States, the District of Columbia, Puerto Rico, and the Virgin Islands.  

b.
$15.00 (excluding access charges) for each night of lodging for travel outside the 50 States, the District of Columbia, Puerto Rico, and the Virgin Islands
2.
The maximum aggregated amount that may be approved for each travel period (consecutive days of official travel) cannot exceed the amount equal to the daily reimbursement rate multiplied by the number of lodging nights.  EXAMPLE:  On a 3-night, 4-day trip, the employee makes calls within the 50 States.  The employee may receive reimbursement for a maximum of $15.00 regardless of the number of calls. 

B.
Access Charges.  You may claim telephone access charges as a miscellaneous travel expense.  When practical, use a Government telephone system or a telephone that does not require access charges, such as a pay phone in the hotel lobby.


C. 
Certification Requirement.  Travelers certify that personal calls made during official travel comply with the requirements outlined in this notice by signature on Travel Voucher Form AD-616 or AD-616R 

D.
Revised Directive.  FSIS Directive 3800.1, Temporary Duty Travel Within CONUS, will be revised to incorporate the new reimbursement policy.
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