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UUnited SStates DDepartmment of the Inteerior 
BUREAU OOF LAND MMANAGEMMENT 

OOregon State  Office 
P.O. Box 22965 

Porrtland, Oregoon 97208 

In Replyy Refer to: 
1382 (OR 915) P 

July 8, 20009 

EMS TRRANSMISSION 07/13/20009 
Instructioon Memoranndum No. ORR-2009-045 
Expires: 9/30/2010 

To: All Emplooyees, Oregoon/Washingtton 

From: State Direector, Oregonn/Washingtoon 

Subject: Extended Travel Policcy 

Programm Area:  Traavel 

Purpose:  This instruuction memoorandum (IMM) addressess issues and eexplains policies relatedd to 
extendedd travel. In aaddition, thiss IM providees guidance oon types of pplaces to stayy, per diem 
reductionns, and waiver memos foor extended ttravel situatiions. 

Policy/AAction:  Wheen a travel asssignment innvolves extennded periodss (30 days orr more) at 
temporarry duty or traaining locati ons, special provisions aapply. 

Per diemm rates.  Whhen on extendded travel, thhe per diem rate will be reduced to 555 percent off the 
full per ddiem rate (lodging plus MM&IE) speciified in the FFederal Travvel Regulatioons (FTR) foor the 
location, unless a different rate iss fully justifiied. Under uunusual situaations, the reeduced rate mmay 
be increaased or decreeased dependding on the cconditions annd necessaryy cost that mmust be incurrred 
by the traaveler. The reduced per diem rate off 55 percent is applicablle from the fifirst day of thhe 
assignmeent through tthe last day oof the assignnment (Federral Administtration Memmorandum (F AM) 
No. 94-037). 

Waiver mmemoranda. Employeess on extendeed travel cann apply for wwaivers of thee per diem raate 
reductionn. It is the reesponsibilityy of the traveeling employyee to initiate the waiverr process by 
preparingg a memoranndum to the State Directtor requesting a rate otheer than the 555 percent ratte 
providedd in the FTR..  The propo sed rate, usuually no morre than 99 peercent of the usual per diiem 
rate for thhe locality, sshould be established baased on the cconditions thhat exist wheen the travel is 
performeed. Thereforre, if a traveller is forced to incur unuusual lodgingg and/or meaal costs due tto 
the assignnment, the rate should bbe based on ccost data proovided by thee traveler.   TThe policy oof 
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Oregon/Washington BLM is that all applications for waivers should be submitted to the State 
Director for approval before the extended travel commences or within the first 15 days after it 
becomes clear that travel will extend beyond the 30-day threshold. 

Types of lodging.   When on extended travel, employees are encouraged to seek lodging at 
facilities offering the reduced rates.  These types of facilities (corporate housing companies, 
rental properties, etc.) can usually be found by contacting the local BLM office or the training 
provider in advance of arrival at the extended travel destination. 

Extended travel beyond one year.   Occasionally, an employee is on extended travel longer than 
one year. These situations have pronounced financial implications for the traveler in that, once a 
year in travel status is exceeded, the Internal Revenue Service Code provides that all lodging and 
per diem are taxable from the first day of travel.  Options for the traveler include arranging for 
withholding tax on the travel reimbursements or returning to the traveler’s duty station of record 
for a period of no less than 45 consecutive days. This 45-day return period must be initiated and 
must be completed prior to the 1-year anniversary date (FAM No. 93-079).   

Responsibility.   The traveler bears the responsibility of knowing the regulations pertaining to 
his/her extended travel assignments, managing his/her costs in a reasonable fashion, and 
applying for waivers in a timely fashion. 

Timeframe:  This IM is effective immediately upon receipt. 

Budget Impact:  Reduce travel costs. 

Background: BLM travelers are often unclear as to the rules and regulations regarding 
extended travel and how they may impact their reimbursements.   

Manual/Handbook Sections Affected:  None 

Coordination:  None. Direction in this IM is developed to be in accordance with the (FTR) and 
the (FAM). 

Contact:  Cyndi McClelland, Oregon State Office, (503) 808-6199. 

Districts with Unions are reminded to notify their unions of this instruction memorandum and 
satisfy any bargaining obligations before implementation.  Your servicing Human Resources 
Office or Labor Relations Specialist can provide you with assistance in this matter. 

Signed by Authenticated by 
Cathy L. Harris Paj Shua Cha 
Acting Associate State Director Records Section 
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