National Guard Bureau Letter:
Policy for Travel by Army National Guard Officials


                DEPARTMENTS OF THE ARMY AND THE AIR FORCE

                         NATIONAL GUARD BUREAU

                           2500 ARMY PENTAGON

                       WASHINGTON, D.C. 20310-2500

NGB-ARZ                                              22 SEP 1995

MEMORANDUM FOR THE ADJUTANTS GENERAL OF ALL STATES, PUERTO RICO,

               THE VIRGIN ISLANDS, GUAM, AND THE DISTRICT OF

               COLUMBIA

SUBJECT: (All States Log Number P95-0130) Policy for travel by

Army National Guard Officials

1. The enclosure to this memorandum provides my policy for the use of all ARNG aircraft and Military Air travel by ARNG officials, and implements the Deputy Secretary of Defense memorandum of 9 May 1995 and Secretary of the Army memorandum of 11 July 1995. Further, this document continues to include NGB policy for areas of concern; specifically, policy for the reporting of spouse air travel when on state or territorial business. The latest guidance for accompanied travel is provided in the NGB-PA All States Letter P95-0103, dated 13 July 1995.

2. In general, I am reaffirming the Army's commitment to sound travel procedures, as well as providing up-to-date policy. Travel of government officials is a matter of serious concern, and one that lends itself to intense public scrutiny. I urge that you, and your key staff, became thoroughly familiar with the provisions and requirements for use of government travel.

3. All officials of the Army National Guard are expected to fully comply with the provisions and the intent of these policies.  Reimbursement may be required for transportation not authorized under these policies. I will review our joint efforts on a continuing basis to reduce the number of persons traveling and the costs of travel performed.

4. This policy will expire on 1 October 1996 unless superseded

prior to that date.

FOR THE CHIEF, NATIONAL GUARD BUREAU:

                              JOHN R. D'ARAUJO, JR.

                              Major General, USA

                              Director, Army National Guard

Encl



POLICY FOR TRAVEL BY ARMY NATIONAL GUARD Officials

   It is the policy of the Department of Defense, the Department

of the Army, and the National Guard Bureau that transportation

resources are to be vigorously managed to prevent both the misuse

and the perception of misuse. Travel must be directly and clearly

related to mission achievement.

   The Secretary of the Army memorandum, dated 11 July 1995,

subject: Policy for Travel by Department of the Army Officials,

implements specified policies and procedures provided by the

Deputy Secretary of Defense memorandum, dated 9 May 1995,

subject: DoD Policy on the Use of Government Aircraft and Air

Travel. It also serves to reduce the cost of travel, and prevent

the inappropriate and perceived inappropriate use of Army travel

rescources by the implementation of these policies and

procedures.

1. GENERAL POLICY

   A. Background.

   (1). The Secretary of the Army is the approval authority for

all travel by Secretariat principal officials.

   (2). The Chief of Staff of the Army is responsible for

establishing procedures to properly control travel within the

Army Staff and for Army commanders.

   B. Army National Guard Policy.

   In conjunction with the CNGB, this policy establishes procedures to properly control travel within the Army National Guard.

2 CONFERENCE TRAVEL

A. Travel to conferences, and nonessential but job-related training, can and does produce benefits, but the return is frequently marginal. The Army Directorate, National Guard Bureau, will periodically conduct special reviews of all Army Directorate-sponsored conferences and workshops, and will eliminate all but the most essential events.

B. Travel that is only marginally beneficial should be deferred or canceled, and other alternate means utilized.

C. A viable alternate to conference travel is the use of video teleconferencing. This can effectively and efficiently extend managerial and oversight responsibilities while significantly reducing travel requirements. Video teleconferencing can provide video-taped records of the conferences for later use by those unable to attend; serve as a permanent record of the proceedings: and provide real-time, face-to-face conferences without the requirement for travel.

3. FOREIGN TRAVEL

   A. Foreign travel by key members of the ARNG should be undertaken only when the need is absolutely clear and then only by the smallest groups possible consistent with mission requirements. Back-to-back trips by different personnel to the same location are strongly discouraged. Trips should be actively coordinated to prevent this situation.

   B. All foreign travel in which the traveler will meet with officials of foreign governments must be coordinated with NGB-ZI in accordance with published guidance.  All requests for foreign travel should be submitted prior to discussing travel plans with the foreign government concerned.

4. COMMERCIAL Air TRAVEL

   A. In as much as domestic flights are relatively short, coach/economy class seating is the only mode of transportation normally authorized. All commercial air travel will be coach class unless exceptional circumstances dictate otherwise. Such circumstances primarily involve considerations of security, and/or when travel must be performed at a specific time, and there are no other seating accommodations available.

   B. When traveling overseas on official TDY business, only three-star and four-star general officers are authorized to use premium class (less than first-class). This authorization extends to the principal only.

   C. Frequent flyer mileage and related promotional mileage credits may be accrued for official travel by National Guard personnel who desire to participate in frequent flyer programs on a voluntary basis. Under no circumstances may credits earned during official travel be used for personal travel. Credits earned during official travel are a result of government expenditures; therefore, the first consideration should be given to redeeming credits to defray official travel costs. Credits may also be used for accommodation upgrades to premium (less than first-class) while on official travel, but may not be used for

upgrades to first-class air travel. This first-class prohibition includes transportation costs paid for by a non-Federal source, and is applicable to both the principal and accompanying spouse.

5. GENERAL MILITARY AIR TRAVEL

A. When using military aircraft, both fixed and rotary wing, to

support Army travel requirements, the air travel used must be the

most economical mode of transportation consistent with the accomplishment of the military mission. Additionally, the particular aircraft to be used must be the least costly one capable of satisfying the transportation requirements. Larger aircraft will be used only for reasons of safety, security, or economic feasibility.

   (1) CONUS based ARNG military aircraft may be used for OCONUS travel only under the most unusual circumstances: when it can be clearly shown that the use of commercial aircraft is more costly; there are significant security concerns: the use of commercial aircraft adds more than 24 hours to both the outbound and inbound trips, or the mission is an essential or emergency mission. The OCONUS use of ARNG military aircraft must be approved by CNGB.

   (2) Military aircraft shall not be used if commercial airline,

including charter service is reasonably available (i.e., commercial airline service is available effectively fulfill the mission requirement), and is able to meet the travelers departure and arrival requirements within a 24 hour period if the minimum mission requirements have not been exceeded and there is no additional cost to the government unless: highly unusual circumstances present a clear and present danger, an emergency exists; the cost of using the military aircraft is less than the cast of commercial transportation; or the aircraft was previously scheduled to perform a bona fide training mission.

   B. Cost analysis will be based an the formula used by the Operational Support Airlift Command (OSACOM) system. (Please note the 24 hour scheduling window makes it extremely difficult to justify the use of military aircraft for ail but required users along high density routes such as Washington, D.C. to New York.)

   C. Travel by military aircraft will require complete documentation signed by the senior traveler. More detailed guidance on the use of Operational Support Airlift aircraft is contained below. Within the Department of the Army, the Secretary of the Army and the Chief of Staff are required to use military aircraft for all travel when in a duty status. All others will justify the use of military aircraft based on the aforementioned criteria.

6. OPERATIONAL SUPPORT AIRLIFT (OSA)

   A. The use of Army Operational Support Airlift (OSA) aircraft, both fixed and rotary wing, should be restricted to relatively short flights where commercial transportation is inconsistent with security or other significant mission requirements. Requests for use of OSA will be processed in accordance with current directives and procedures.

   B. Every effort will be made to pool these requirements for maximum aircraft utilization. Minor differences of only a few hours in travel schedules seldom warrant the use of separate aircraft (Flexibility in scheduling and passenger toads to accommodate the pooling of missions is encouraged.) All requests should include a comparison of the costs of travel by military air and commercial modes of transportation.

C. The Commander, Operational Support Airlift Command (OSACOM), will provide a monthly report of the use of Operational Support Airlift by senior Army officials through the Director of the Army Staff and the Administrative Assistant for review prior to submission to the Secretary.

7. HELICOPTER TRAVEL IN THE NATIONAL CAPITAL REGION (NCR)

   Eligibility for use of the Pentagon Helipad is restricted to Code 6 civilians, Brigadier Generals, and above. The helipad is normally available Monday through Friday from 0730 to 1730 hours. The Chief of Staff, U.S. Army, or his designee may grant exception for weekend and/or alternate travel times for Code 2 and 3 civilians and General Officials (four-star).

8. ACCOMPANYING SPOUSE TRAVEL

   A. In accordance with the current National Guard Bureau Spouse Travel policy (All States Letter P95-0103, 13 July 1995), all accompanied travel requests must be submitted to NGB-PA at least 30 days prior to the travel date for review and coordination.

   B.NGB-PA will maintain all applicable data and records on accompanied travel and provide an annual roll up to OSACOM. OSACOM will develop a consolidated report for all accompanied travel.

   C. An annual report covering spousal travel will be prepared by OSACOM and submitted to the Director of the Army Staff for review prior to submission to the Secretary of the Army.

9. MOTOR VEHICLE TRANSPORTATION

   A. Section 344 of Title 31 of the United States Code specifies those officials who are authorized home-to-work transportation.  Within the Department of the Army, only the Secretary and the Chief of Staff are authorized home-to-work transportation.

   B. With certain limited exceptions prescribed by statute, home-to-work transportation is not transportation for an official purpose, and is prohibited. Normally, such transportation is a personal responsibility. Section 1344 establishes criteria for exceptions to this policy, and for reporting those exceptions to Congress. However, within the Department of the Army only the Secretary of the Army can approve those exceptions.

   C. Individuals who are authorized home-to-work transportation

may incur personal tax liability in connection with this government furnished service regardless of the circumstances. The law provides that an individual who willfully violates Section 1344 may be suspended without pay for a minimum of 30 days, and when circumstances warrant, for a longer period, or may be summarily removed from office.

   D. Motor vehicle transportation between the place of work and official activities in the local area may be authorized under certain conditions, outside trips for unofficial purposes are not allowed.

   E. Official motor vehicle transportation requirements do not include: transportation to private social functions; personal errands; transportation of dependents or visitors without an accompanying official; or in support of non-DOD activities unless specifically approved under the provisions of Army Regulation(s).  Transportation to official after-hours functions will be treated as exception to policy for which prior approval is required. All transportation to after-hours functions will begin and end at the individual's normal duty station.

   F. Generally, transportation to retirement ceremonies or parades, change of command ceremonies, funerals, or other related events is authorized only for those officials who are in the direct chain of command of the honoree, or who are actually participating in their official capacity and not merely attending the event. When official travel is authorized for general attendance, the mode of travel provided will normally be via mass transportation rather than via

individual vehicles.

   G. Army Regulation 58-1 governs the use of motor vehicles; however, in the National Capital Region the provisions of DODI 4515.7 take precedent. All levels of management should become familiar with local regulations that implement DOD policies and provide guidelines and restrictions on vehicle use.

   H. Transportation support to other U.S. Government agencies, or non-U.S. Government entities, may be provided only under strict guidelines. Reimbursement by the requesting activity is normally required for transportation support to non-DOD activities. ARNG officials shall review established guidelines and obtain required approvals prior to inviting travel or committing Army support.

12 Points of contact for this policy are indicated below.

   A. OSA Military Air Support OSACOM, S-3, MAJ Weaver, DSN 656-7148.

   B. Ground Transportation: NGR-ARL-M, CPT Austin, DSN 327-7440.

   C. Foreign Travel: NGB-ZI, LTC Dailey, COM (703) 681-3094.

