SECRETARY OF THE ARMY
WASHINGTON

25 JAN 2007

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Policy for Travel by Department of the Army Officials

1. ltis the policy of the Department of Defense and the Department of the Army that
transportation resources be vigorously managed to prevent misuse and perception of
misuse. As the Army continues its transformation, it is essential that our senior officials
travel in the most cost-effective and efficient manner to preserve the Department’s
resources. The enclosure to this memorandum revises and further clarifies key sections
of the Army’s travel policy for senior officials. It supersedes Army Directive 2005-01,
dated 7 January 2005, subject as above, and should be implemented immediately
Army-wide. It can also be found in electronic form on the Army's publications website at
http://www.apd.army.mil.

2. Among the changes are revised policies for official travel to funerals, Change of
Command ceremonies and retirements, and CONUS to OCONUS air travel procedures.
| strongly urge you and your staff to thoroughly review the provisions of this
memorandum, as well as the regulations, which it supplements.

3. Any questions regarding the enclosed policy directive should be directed to the
Office of the Administrative Assistant to the Secretary of the Army.
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SECRETARY OF THE ARMY POLICY
FOR TRAVEL BY DEPARTMENT OF THE ARMY OFFICIALS
With Supplemental Guidance for Army Personnel in the National Capital Region

Department of Defense (DOD) and Department of the Army (DA) 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.

This document supersedes the Secretary of the Army Directive 2005-01, Policy for
Travel by Department of the Army Officials, dated 7 January 2005. It implements
specified policies and procedures provided by the Joint Federal Travel Regulations,
Volume 1 (JFTR), Joint Travel Regulations, Volume 2 (JTR), and DODD 4500.56, DOD
Policy on the Use of Government Aircraft and Air Travel (1997). It also serves to reduce
the cost of travel and prevent the inappropriate and perceived inappropriate use of DA
travel resources by the implementation of these policies and procedures. Accordingly,
the terms of this policy must be complied with strictly and the terms permitting use of
departmental transportation resources construed narrowly.

The Administrative Assistant to the Secretary of the Army (AASA) is the delegated
travel policy official on behalf of the Secretary of the Army and administers all changes,
revisions and/or exceptions to this policy document. Sections of text shown in yellow
highlight indicate significant changes from the previous edition of this Directive.
Correspondence regarding this document should be sent through the Headquarters,
Department of the Army Executive Travel Office (JDSO-ZT), 2531 Crystal Drive,
Arlington, Virginia 22202-3905, to the Administrative Assistant to the Secretary of the
Army, 105 Army Pentagon, Washington, DC 20310-0105.

The complete sections shown in bold text are intended for Army personnel located
within the National Capital Region (NCR) and may not apply outside of that area.
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1. General Policy

a. Required Use. In accordance with DODD 4500.56, within DA the Secretary of
the Army (SA) and the Chief of Staff of the Army (CSA) are required to use Military
aircraft (MILAIR) for all air travel when in a duty status. In addition, the SA has
exercised his authority to further designate all active four-star general officers as
“required users.”

(1) Required users must, in accordance with DODD 4500.56, request each
mission by providing, the name and title/grade/rank of all travelers; the purpose of
travel; an itinerary including departure and arrival times; and, any other special travel
requirements, such as secure communications, to the DOD component that schedules
and/or operates the aircraft. Required use status does not preclude the user from
using commercial resources when the official determines that it is the most suitable
method of transportation and that it will not adversely affect the mission or the safety of
the official.

(2) Current "required use" joint or "dual-hatted" Army Commanders of Unified
Commands being reassigned to positions within DA must document a mission necessity
to use MILAIR for permanent change of station travel and must obtain prior
authorization from the SA.

b. Senior Officials. All DA military and civilian members of any rank or grade are
considered “officials” of the Department. For purposes of this policy, “Senior Official” is
defined as General or Flag Officers, civilian employees of the Senior Executive Service
or equivalent, and higher-level employees in accordance with DODD 4500.56.

c. Applicability. This policy memorandum primarily applies to the administrative use
of fixed-wing and rotary-wing aircraft by Army officials not discussed in paragraph 1.a.
above. Administrative travel, also called “other official travel,” includes travel to give
speeches; attend conferences, meetings or training courses; make routine site visits;
and other similar uses. Justification for the use of fixed-wing MILAIR for administrative
travel usually requires showing that MILAIR is essential versus commercial air.
Justification for the use of rotary-wing aircraft for administrative travel usually involves
showing that MILAIR is essential versus ground transportation, unless commercial air
transportation is also available between the general departure and destination locations.

d. Stewardship. All users of MILAIR, to include those officials designated as
“required users”, are reminded that DODD 4500.56 requires that every effort must be
made to minimize the cost and size of aircraft necessary to satisfy the mission
requirement. Further, the SA retains the authority from DOD to make his policy on
required use more stringent, if considered necessary, to ensure full compliance with
DOD policies.

e. Requests for MILAIR. All travel requiring HQDA coordination must arrive at
HQDA for review not later than 10 working days prior to travel or the request may be
returned without action. A letter of explanation must accompany any late submission.
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Requestors of MILAIR support are encouraged to submit earlier than 10 working days to
ensure aircraft availability and scheduling.

f. Approval Authority. Approval authority for the administrative use of MILAIR (fixed
and rotary-wing) may not be delegated below the Army Component (AC), Army Service
Component (ASCC) or Direct Reporting Unit (DRU) Commander, their chief of staff, or
equivalent level in accordance with DOD direction.

(1) HODA. All requests for travel by senior Secretariat and HQDA Staff officials
for both commercial and MILAIR support must be submitted through the HQDA
Executive Travel Office (JDSO-ZT) to the AASA for approval. The AASA must ensure
that sufficient key personnel are in the NCR to conduct Departmental business and
approves simultaneous absences of senior officials and their Principal Deputies. The
AASA is the approval authority for all official travel out of the NCR by the following
Secretariat officials: Under Secretary; Assistant Secretaries; General Counsel; Chief of
Legislative Liaison; Chief of Public Affairs; CIO/G-6; The Inspector General; The Auditor
General; Deputy Under Secretaries; Director, Small and Disadvantaged Business
Utilization; and Chairman, Army Reserve Forces Policy Committee.

(2) National Guard. The Chief, National Guard Bureau (NGB) is responsible for
establishing and implementing procedures to properly control official travel within the
NGB and for State and Territorial Adjutants General.

g. Funerals, Retirements and Changes of Command. Generally, travel to funerals,
retirements and/or Change of Command ceremonies, where ground travel is not
suitable due to distance, are considered official events only for the senior military and/or
civilian official formally representing DA. Minus specific authority by the SA, CSA, USA
or VCSA, all other officials are considered attending in an unofficial/personal capacity
and must reimburse the government at commercial coach fares if traveling on MILAIR
with the official representative, or pay for commercial travel from personal funds. Under
no circumstance can MILAIR be scheduled for unofficial travel. The policy in section
14 e. 2) of this document applies when such events are within driving distance.

h. Controls. Commands are responsible for evaluating controls over travel in
management control reviews required by AR 11-7 (Management Controls). Further,
controls over travel will continue to be an item of special interest during Inspector
General and Army Audit Agency inspections, audits, and reviews.

i. Leqgal Review. This policy has been reviewed by the Office of General Counsel
(OGCQC), which has determined that it comports with established law and rules, and is
without legal objection. As noted above, the terms of this policy permitting the use of
departmental transportation resources must be construed narrowly to minimize travel
costs and prevent the inappropriate and perceived inappropriate use of government
transportation resources. Determinations on any legal question or issue concerning this
policy and its implementation are solely within the purview of the OGC, which is the
single legal office within DA responsible for resolution of legal questions and issues
concerning this policy.
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2. OCONUS Travel

a. Overseas Travel. Special emphasis must be given to controlling and monitoring
overseas travel (to include overseas travel by students of service schools), reducing the
number of personnel traveling to the same site, and reducing the number of days of
travel per trip.

(1) OCONUS to CONUS should be undertaken only when the need is absolutely
clear and then only by the smallest group possible consistent with mission
requirements. Back-to-back trips by different officials to the same location(s) are
strongly discouraged. Trips should be actively coordinated to prevent this situation.
The routine method of travel from CONUS to OCONUS locations will be by commercial
air for all travelers not in a “required use” status. In-theater MILAIR may be authorized
when in accordance with operational support airlift procedures.

(2) U.S. Air Force Air Mobility Command (AMC) or AMC-contracted airlift must
be used for overseas travel when it is available and meets the mission requirements for
Permanent Change of Station (PCS) or Temporary Duty travel (TDY).

b. Meetings with Foreign Dignitaries. All OCONUS travel by DA and CONUS-
based personnel where the traveler will meet with officials of foreign governments must
be coordinated with the Office of the Deputy Secretary of Defense (DEPSECDEF)
through the Office of the Secretary of the Army. Travel requests for Secretariat officials
must be submitted through the AASA to the SA for review and initial approval prior to
submission to the DEPSECDEF. The CSA is delegated authority for initial review and
approval of travel by Army Staff (ARSTAF), AC, ASCC and DRU officials and may re-
delegate this authority. Travel requests reviewed and given initial approval by the CSA
or his designee must then be forwarded through the AASA to the SA prior to submission
to the DEPSECDEF. All requests for foreign travel should be submitted prior to
discussing travel plans with the foreign government concerned.

c. Clearances. DA and CONUS-based personnel must follow the guidance
provided in chapter eight and the country pages of the DOD Foreign Clearance Guide
(DODD 4500.54-G) to obtain country clearance for all foreign travel. The lead-time for
requesting personnel clearances is approximately 35-45 days. Late submissions must
include a justification for tardiness.

d. Official Foreign Travel. The Executive Secretary to the Secretary of Defense
acts as liaison between the Department and the Assistant to the President for National
Security Affairs on all official foreign travel. Requests for official foreign travel proposals
for officials at or above the rank of Assistant Secretary (or equivalent rank, to include
the Service Chiefs and Vice Chiefs) of executive departments and agencies are to be
submitted to the Assistant to the President for National Security Affairs through the
Executive Secretary. Such notifications are to be coordinated with the Under Secretary
of Defense for Policy. Requests should be forwarded to the Executive Secretary under
cover of an ACTION MEMORANDUM requesting signature and forwarding to the
National Security Council. All requests should be forwarded to the Executive Secretary
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at least 10-days in advance of the intended travel. An example of a properly prepared
request to be signed by the Executive Secretary is shown:

MEMORANDUM FOR ASSISTANT TO THE PRESIDENT FOR NATIONAL SECURITY
AFFAIRS

SUBJECT: Request for Official Foreign Travel Approval
Senior Official and Title:

Purpose of Travel:

Itinerary: Date/City/Country/Major Event/Meeting
Executive Secretary Signature Block

NSC Approval

e. International Conferences. Any DA or CONUS-based official traveling to an
OCONUS international conference (defined for this purpose as any meeting held under
the auspices of an international organization or foreign government, at which
representatives of more than two foreign governments are expected to be in
attendance, and to which U.S. Executive agencies will send a total of ten or more
representatives) must submit a preliminary report of travel through the AASA to the SA
for submission to the Department of State, Office of International Conferences, Bureau
of International Organization Affairs (I0/OIC). Within 30-days after conclusion of travel,
officials must submit final reports through the AASA to the SA for submission to the
IO/OIC. (See samples at Enclosure 1). DA personnel need not report travel
undertaken to carry out intelligence or intelligence-related activity, a protective function,
or a sensitive diplomatic mission.

(1) Preliminary and final reports for Secretariat officials must be submitted
through the AASA to the SA for review and initial approval prior to submission to the
|O/OIC.

(2) The CSA has delegated authority to the Director of the Army Staff (DAS) for
initial review and approval of OCONUS international conference travel by ARSTAF and
AC, ASCC AND DRU officials. Preliminary and final reports reviewed and given initial
approval by the DAS must then be forwarded through the AASA to the SA prior to
submission to the IO/OIC.

f. Force Protection. Force protection planning must be an integral part of travel
planning, particularly for OCONUS travel. The following guidelines must be followed for
all senior leader MILAIR travel:

(1) The senior U.S. Army General Officer (GO) or civilian equivalent onboard an
aircraft is responsible for planning and approving all itineraries when traveling
OCONUS.
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(2) All itineraries, to include en route refueling stops, must be reviewed
personally by the senior individual.

(3) Deliberate decisions must be made by the senior individual to ensure
adequate security arrangements are in place at refueling locations or layovers prior to
arrival.

(4) A scheduled refueling stop at a civilian/non-U.S. military facility requires the
approval of the senior U.S. Army GO/civilian aboard the transport. No stops at civilian
activities where the Threat Condition exceeds ALPHA are permitted unless accepted by
the senior U.S. Army GO/civilian on board the flight.

(5) The U.S. Army Criminal Investigation Command (USACIDC) is available to
assist in planning and coordinating travel security for all high risk personnel (HRP).
Personal security vulnerability assessments (PSVA) conducted by CID can be a
valuable tool in gauging the thoroughness of HRP travel security planning procedures.
A limited scope PSVA focused on travel security planning can help identify weaknesses,
recommend measures to correct noted weaknesses, assist in determining levels of
protection appropriate to the threat, and facilitate coordination of security resources
while in a travel status.

3. Commercial Air Travel

a. Contract Fares/Carriers. Commercial air travel must be conducted using contract
fares via a contracted commercial travel office (CTO). “City-Pair” fares must be used at
all times, unless specific criteria in JFTR/JTR, Appendix P can be met. “City-Pair” fares
represent “best overall value”, not necessarily lowest fare; therefore considerations
beyond solely the ticket cost to the government must be made prior to booking any
transportation with a non-contract carrier. Consideration should include total time of
travel, time in layovers, lost work time to the government including travel compensatory
time, and similar cost-increasing factors. Exceptions that would permit the use of a non-
contract carrier must be clearly specified on the individual’'s travel order/authorization.
Instances where non-contract fares can be used are as follows:

(1) Space on a scheduled contract flight is not available in time to accomplish
the purpose of travel, or use of contract service would require the traveler to incur
unnecessary overnight lodging costs that would increase the total cost of the trip.

(2) The contract carrier's flight schedule is inconsistent with explicit policies of
individual federal departments and agencies to schedule travel during normal working
hours.

(3) A non-contract (DOD approved) carrier offers a lower fare available to the
general public, the use of which results in a lower overall trip cost to the Government.
Such evaluation of overall trip cost must include a consideration of the combined costs
of transportation, lodging, meals, and related expenses. Note: This exception must not
be used if the contract carrier offers a comparable fare and has seats available at that
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fare, or if the lower fare offered by a non-contract carrier is limited to Government and
military travelers on official business and only may be purchased with a Government
procurement document (e.g., a GTR), contractor issued charge cards, or centrally billed
account. These fares, referred to as “me-too” fares, shall not be used in lieu of
contracted fares.

(4) Rail service is available and that service is cost effective and consistent with
mission requirements.

b. Coach Class. The primary mode of transportation used for official travel by all
Army officials is commercial coach-class. In all cases, premium-class travel must be
treated as an exception to policy and approved only by authorized officials as stated in
c. below. Note: Any class of service, regardless of name (e.g. Economy Plus,
Business, Executive-Class, Coach Plus, etc) that exceeds the cost and/or luxury level of
coach-class accommodations must be treated as premium-class travel and must be
approved in accordance with the policies in paragraph c. below.

c. Premium-Class (Less than First-Class). There is no longer any blanket
authorization to use premium-class (less than first-class) air travel for any travel for any
DOD officials, military or civilian. All official travelers, regardless of rank or grade, must
provide a written justification for each request for the use of premium-class (less than
first-class) travel. In all cases, individual travel orders/authorizations must include a
statement(s) that clearly identifies the appropriate citation(s) (JFTR paragraph U3125 or
JTR paragraph C2204) and clearly provides full justification for the use of premium
class travel. Travel orders/authorizations not showing specific citations from the
JTR/JFTR must be returned without approval. In addition, the traveler’'s statements on
the travel order/authorization must identify the actual cost increase to the government
for the use of premium-class travel and specify why bulkhead coach class seating, or
standard coach-class seating cannot be used in lieu of the more expensive
accommodations. The premium-class authorizing/approving official for each traveler,
specified in paragraph d. below may authorize use of premium-class (less than
first-class) commercial travel only when the statements above have been properly
added to each travel order/authorization, and are in complete compliance with one or
more of the JTR or JFTR exceptions. A summary of the current JTR/JFTR exceptions
are listed below, but travelers must use the appropriate citations from the JTR/JFTR
when completing their orders/authorizations as the information below is subject to
change.

(1) Regularly scheduled flights along the route provide only premium-class
seats.

(2) No space is available in coach and travel is so urgent it cannot be
postponed.

(3) Necessary to accommodate a traveler's disability or other physical
impairment substantiated in writing by a competent medical authority (for each instance
of premium travel based on medical condition and/or disability, the physician’s
documentation must be dated within 6-months of the travel for temporary conditions,
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and twelve months for conditions declared permanent, and include a signed statement
from the physician stating that premium-class accommodations are required; further, the
traveler must document the unigue reason why commercial coach bulkhead seating,
exit row and/or two coach-class seats cannot be used in lieu of the higher cost
premium-class service). Blanket approval for premium-class travel based on medical
condition or disability must not be permitted. Medical documentation is required, and
must conform to the attached sample document at Enclosure 2.

Note: Bulkhead seating is commonly the first row of commercial coach-class seating
behind the aircraft’s bulkhead and, depending on airframe, provides additional legroom.
Exit row seating often offers similar legroom to commercial business-class seating but
slightly less overhead storage. Depending on the severity of the disability, these unique
coach-class accommodations can often serve to replace the need for premium-class
seating. Availability of either of these coach-class accommodations should be
considered prior to requesting/approving dual coach or premium-class seating, and be
addressed by the physician providing the medical documentation.

(4) Travel on a foreign flag carrier has been approved by the normal authorizing/
order-issuing official in accordance with the JTR/JFTR and the sanitation or health
standards in coach are inadequate, as determined by Department of State or DOD.

(5) Overall savings to the Government result by avoiding additional subsistence
costs, overtime, or lost productive time that would be incurred while waiting for available
coach seats.

(6) Travel costs are paid by a non-federal source.

(7) Travel is direct between authorized origin and destination points (one of
which is OCONUS), which are separated by several time zones, and the scheduled
flight time is in excess of 14 hours, (including stopovers between flights) AND the
traveler must conduct official business immediately upon arrival without sufficient time
for a “rest period” AND justification exists for not departing earlier to accommodate a
rest upon arrival.

Note 1: If the stopover is an overnight stay, that stop disqualifies the traveler from using
business-class. A rest stop en route is prohibited when travel is authorized by premium-
class (less than first-class) accommodations. When this authority is exercised, a
traveler is not authorized a rest period upon arrival at the duty station. The traveler is,
however, permitted a short, reasonable time to check into a hotel and freshen up if
necessary. This justification must not be used in lieu of scheduling coach-class
accommodations that allow for authorized rest stops en route or at the destination.
When returning from TDY, premium-class (less than first-class) travel must not be
authorized simply because the total flight time (including stopover) is in excess of

14 hours or in time to meet routine office responsibilities.

Note 2: A reasonable time to check into the hotel and freshen up is defined, for this
policy’s purpose, as an opportunity immediately upon arrival to freshen up, change
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clothes and/or check into housing accommodations. It does not include time permitted
for sleeping or lengthy delay upon arrival before commencement of official duties.

(8) Security concerns exist that make such travel essential to the successful
performance of the mission.

d. Premium-Class Transportation Authorizing/Approval Officials. In accordance
with DOD Directive 4500.9 the AASA is the authorizing/approving authority for requests
for premium-class (less than first-class) transportation for those officials within the
Headquarters, Department of the Army. Requests by officials of the Secretariat and
ARSTAF must be submitted through the HQDA Executive Travel Office (JDSO-ZT) to
the AASA. Three and Four-star AC, ASCC, DRU Commanders and their three-star or
two-star Deputy Commanders or Chief of Staff, are authorized to approve premium-
class (less than first-class) transportation requests by their subordinates. Other
Commanders will process requests thru the HQDA Executive Travel Office (JDSO-ZT)
to the AASA. This authorization for approval cannot be further delegated. Per JFTR
paragraph U2000, and JTR, paragraph C2000, no official, regardless of rank or position,
may approve his or her own use of premium-class transportation. All other DA officials
must process requests through appropriate command channels through the HQDA
Executive Travel Office (JDSO-ZT) to the AASA for approval. All documentation,
including justifications, approval signatures and similar paperwork must be retained by
the approving authority’s office for a period of not less than 5 years.

All requests for premium travel by retirees/separatees traveling on official DOD
business or PCS will be processed to and authorized by the retiree’s/separatee’s former
3- or 4-star command, AC, ACCS, DRU or by the AASA if the unit is not commanded by
a 3- or 4-star Commander. Requests must be sent through the HQDA Executive Travel
Office for processing to AASA.

Note: The following positions within the Department of the Army are authorized to
approve premium-class (less than first-class) requests from subordinate officials within
their commands. This authorization may be delegated in writing to a 2 or 3-star
GOI/SES, Chief of Staff or Deputy AC, ASCC or DRU Commander; however, further
delegation is prohibited. It is the responsibility of each Command to notify its
subordinate elements and local servicing Commercial Travel Offices (CTO) of the
names/positions of those officials formally delegated this authority:

- Commander, U.S. Forces Command

- Commander, U.S. Training and Doctrine Command

- Commander, U.S. Army Materiel Command

- Commander, U.S. Army Europe

- Commander, U.S. Army Pacific

- Commander, U.S. Forces Korea

- Commander, U.S. Army Space and Missile Defense Command
- Commander, Eighth United States Army

- Commander, U.S. Army Medical Command

- Commander, U.S. Army Corps of Engineers

- Commander, U.S. Army Special Operations Command
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- Administrative Assistant to the Secretary of the Army

All other units/agencies not mentioned above must process premium travel requests
through the HQDA Executive Travel Office (JDSO-ZT) to the AASA.

e. First-Class. Within DA, the SA is the sole authorizing/approval authority for
first-class travel paid by government funds or by a non-federal source pursuant to
31 USC 81353. All requests for the use of first-class travel must be fully justified under
the appropriate provision of the JTR/JFTR and submitted through the HQDA Executive
Travel Office (JDSO-ZT), through the AASA to the SA for approval.

f. Reporting Requirement. OSD has directed that a semi-annual report be
submitted by each Service Secretary no later than 30 April and 31 October of each
fiscal year detailing each instance of premium travel. To accomplish this requirement,
each authorizing official above must provide a report to the HQDA Executive Travel
Office (JDSO-ZT), no later than 15 April and 15 October that provides detailed data on
each request approved during the prior six-month period. This report must include the
following data elements for each instance of approved premium-class travel:

11
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Data Element

Basic ID
Name
Grade
Last 4 SSN

Unit ID
Service
Organization

Transportation Mode
0 =Air 1=Ship 2=Train

Purpose of Travel
(Use JTR/IJFTR, Appendix H Codes)

Origin (City, State)

Destination (City, State)
Beginning Date of Travel

Fare Paid

Coach Fare

Ticket Issuing Location
Justification (Use codes, not text)

Approval Authority

25 January 2007

Codes

GSA Purpose of Travel Codes

0 = Site Visit
1 = Info Meeting
2 = Training

3 = Speech/Presentation
4 = Conference

5 = Relocation

6 = Entitlement Travel

7 = Special Mission Travel
8 = Emergency Travel

9 = Other

First-Class Justification Codes
F1 Lower class not available in time

F2 Medical
F3  Security
F4  Mission

F5  Only first class provided
F6  Non-Federal source

Business-Class Justification Codes
B1 Lower class not available in time

B2 Medical
B3  Security
B4 Mission

B5 Only first class provided

B6 Non-Federal source

B7 Foreign flag coach not adequate
B8 Overall savings

B9 Over 14 hours AND immediate official business,

no earlier departure possible

g. Uniform Wear. When travel in premium-class accommodations has been
authorized, senior military and civilian officials are prohibited from wearing uniforms
and/or publicly discussing their position with the government while in those
accommodations, unless highly unusual circumstances exist where travel in uniform
cannot be avoided. This policy is not intended to conflict with, overrule or otherwise
supplement any uniform rules or regulations, and all military members must refer to
appropriate and current uniform policies prior to official travel.
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4. Gratuities (Including Frequent Flyer Miles) Received from Commercial Sources

a. General. Promotional material including frequent traveler benefits (frequent flyer
miles (FFM), and hotel and rental car points) earned by Army travelers on official
business at agency expense may be kept for personal use. The promotional material
must be obtained under the same terms as those offered to the general public and must
be at no additional government cost. The use of non-contract carriers solely to gain
personal frequent traveler miles or other benefits is strictly prohibited.

b. Upgrades to Premium-Class. Frequent flyer miles earned during official travel
may be used to upgrade official or personal flights to business or first-class
accommodations.

Note: An Army traveler must not deliberately delay a return from TDY or increase
mission cost to the government to take advantage of offered commercial travel benefits
or for personal convenience. A traveler may only delay a return from TDY if there is no
impact to an Army mission (i.e., a delay from Saturday to a Sunday return, when both
days are scheduled non-duty days for the traveler, and the traveler is either on an
approved pass or leave) and there is no increase in cost to the government.

c. On-the-Spot Upgrades. Soldiers who are offered on-the-spot upgrades without
cost to the government (over coach fares) may accept the upgrade and travel while in
uniform provided that the offer has been made by the airline without initiation by the
Soldier.

5. General Military Aircraft Travel

a. General. Official air travel is normally accomplished using commercial air
transportation. Generally, when commercial air transportation is available to effectively
fulfill the mission requirement and meet the traveler's departure and/or arrival
requirements within a 24-hour period, military aircraft (MILAIR) must not be used.
Nonetheless, MILAIR may be authorized when any one of the following conditions is
met:

(1) The actual cost of using MILAIR is less than the cost of using commercial air
service.

(2) Commercial air service is unacceptable because (a) highly unusual
circumstances present a clear and present danger to the official traveler or (b) an
emergency exists, or (c) other compelling operational considerations make commercial
transportation unacceptable.

(3) The aircraft was previously scheduled to perform a bona fide training
mission, the minimum mission requirements are not exceeded, and there is no
additional cost to the government. MILAIR must not be scheduled for training missions
for the primary purpose of accommodating the travel of military or civilian DA personnel.
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b. Scheduling. When scheduling MILAIR, every effort will be made to avoid:

(1) Trips between major U.S. cities. It may be difficult to justify the use of
MILAIR for travel along high-density travel routes (e.g., Washington, D.C. to New York
City, Atlanta, Los Angeles or Chicago) because (a) commercial travel is generally less
expensive to major hub cities, (b) high density traffic may make it difficult to obtain
desired arrival/departure times, (c) travelers must be cognizant of the public’s
perception of the use of MILAIR resources.

(2) Trips where the aircraft appears to be filled with personal staff members to
make the trip cost effective.

(3) Trips requested because of the need to accommodate competing
requirements, especially when either of the requirements are events of a social nature.
Maximum advance planning should be employed to avoid scheduling conflicts dictating
the use of MILAIR.

c. Type of Aircraft. The particular aircraft used must be the least costly one capable
of satisfying the transportation requirements. Larger aircraft can be used only for
reasons of safety, security, or economic feasibility. At no time can a larger aircraft be
scheduled to accommodate individuals traveling in a “non-interference” or unofficial
status, or based on rank, grade or protocol code. The scheduling of two military aircraft
where the second aircraft is for the primary purpose of acting as a “backup” in the event
of the loss of the primary aircraft is prohibited. Commercial air transportation will not be
requested or scheduled for DOD group travel (defined for this purpose as 10 or more
seats) unless all actions to obtain military air transportation have been terminated.

d. Approval Authority. AC and ASCC Commanders and Commanders, MEDCOM
and USACE are delegated approval authority for the OCONUS use of CONUS based
MILAIR for individuals under their command. CONUS based MILAIR may only be used
for OCONUS travel if one of the criteria in paragraph 5.a. is satisfied, or if the senior
traveler is a required user of MILAIR.

e. Use. The use of commercial airlift to OCONUS destinations does not preclude
the use of MILAIR in an OCONUS theater of operation when:

(1) MILAIR is reasonably available and does not require long deadhead flights to
begin or end the mission, or

(2) U.S. commercial carriers are not available and significant security concerns
preclude the use of foreign flag carriers.

f. Request for MILAIR Travel. All requests for the administrative use of fixed-wing
and rotary-wing MILAIR must be in writing. Requests for travel by other than DOD
senior officials are processed for approval through existing standard procedures. Travel
approval authorities may establish the specific format for requests and documentation of
MILAIR travel. At a minimum, however, this documentation must meet the
requirements of DODD 4500.56.
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(1) Requestors must determine and document that the requirements of section 5
and/or section 6 have been met for each individual use.

(2) The senior traveler must sign all requests for MILAIR travel. Signature
authority may not be delegated.

g. Delegation of Approval Authority for Selected Foreign and U.S. Travelers on
MILAIR. Under the provisions of DOD 4515.13-R, Air Transportation Eligibility,
paragraph C10.5.3, the DAS, CONUS AC, ASCC and DRU Commanders, and heads of
Army activities in the grade of Major General or above are delegated the authority to
approve the following categories of passengers for travel in CONUS on MILAIR when
such travel is in direct support of the approving command or activity:

(1) Foreign military personnel who possess proper installation visitation
authorization

(2) Foreign civilians assigned to NATO Headquarters and who possess an
installation visitation authorization

(3) U.S. citizens, except for non-DOD federal officials and their spouses, and
members of Congress and their staffs. The approval for accompanying spouse travel
for DA personnel remains unchanged. This authority may not be further delegated.

h. Contractors Aboard MILAIR.

(1) Generally, contractors must not be placed on MILAIR except in compliance
with C.2.2.9. of DOD 4515.13-R. In instances where the success of an Army mission
depends on the presence of contract personnel, those personnel may be placed on
MILAIR through the use of a Contractor Identification Memorandum/Letter of
Authorization, a sample of which is at Enclosure 3. The use of an Invitational Travel
Authorization (ITA) for placing contractors on MILAIR is prohibited. The Contractor
Identification Memorandum/Letter of Authorization must include:

(&) Name, social security number, company name and DOD contract number

(b) Billing address of contractor for purposes of billing costs if travel is to be
approved under the authority of C.2.2.9.3. of DOD 4515.13-R; or the appropriation to be
charged (fund cite or responsible DOD Contract number to be charged) if travel is to be
approved under the authority of C.2.2.9.2. of DOD 4515.13-R

(c) Fulljustification and purpose for being onboard the aircraft

(d) Statement indicating that commercial transportation is not available

(e) Signature of senior Army official requesting the contractor’s presence

(2) Approved contractors on board MILAIR, and operating under contracts where
commercial transportation costs have already been included in the contract, must
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reimburse the government at full commercial coach fare, within five days of completion
of the travel. Under no circumstances may contractors travel or be reimbursed using
the contract fares offered to government employees.

(3) The Contractor Identification Memorandum/Letter of Authorization must be
submitted through normal travel authorization channels and, if applicable, processed
with required documents through appropriate local billing channels to ensure a timely
reimbursement to the United States Treasury.

6. Rotary-Wing MILAIR Travel

a. General. Rotary-Wing MILAIR may be used for official travel only when it is cost
favorable as compared to ground transportation, or when the use of ground
transportation would have a significant adverse impact on the ability of the senior official
to effectively accomplish the purpose of the travel.

b. Applicability. This policy does not apply to “operational mission” use of rotary-
wing aircraft as defined in AR 95-1, Flight Regulations, or to mission required use such
as: transport of troops and/or equipment; training; evacuation (including medical
evacuation); intelligence and counter-narcotics activities; search and rescue or
transportation of prisoners; use of defense attaché-controlled aircraft; aeronautical
research and space and science applications; exercising command/supervisory
authority at adjacent/local installations; and other such activities.

c. Commercial Service. If commercial aircraft service is available between the
general departure and destination locations, the criteria of paragraph 5.a. must also be
satisfied.

d. Alternatives. Helicopter travel to events that can be accomplished by video
teleconference, or combined with other events/activities should not be approved.

e. Intra-city Travel. Helicopter assets must not be used for transportation between
installations within the NCR except in unusual circumstances. The SA determines the
existence of unusual circumstances within the NCR.

(1) Intra-city travel is travel that departs from and arrives at any location within
the Greater Washington-Baltimore Metropolitan area.

(2) Intra-city travel is limited to Code 1, 2, and 3 civilians and Code 2 and 3
General Officers.

(3) Requests for exceptions must be approved by the AASA for all HQDA
officials.

f. NCR Support. Within the NCR, all approved requests for helicopter support are
forwarded from the respective organizational airlift validator to the 12th Aviation
Battalion, Ft. Belvoir, VA.
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g. Pentagon Helipad. The following guidance applies to the use of the Pentagon
Helipad:

(1) Eligibility for use of the Pentagon Helipad is restricted to protocol Code 4
Civilians, Lieutenant Generals, and above. Code 5 Civilians, Major Generals, and lower
are to be serviced from Davison Army Airfield, Ft. Belvoir, VA, or Fort McNair. (See
Enclosure 4 for estimated distances and flight times and Enclosure 5 for VIP code
definitions.)

(2) The Pentagon Helipad is normally available Monday through Friday from
0730 to 1730 hours. The AASA has been delegated the authority to grant exceptions
for weekend and/or alternate travel times for Code 2 and 3 civilians and General
Officers (four-star). Exceptions may be granted only under the most extraordinary
circumstances for travel originating within the NCR.

7. Special Air Mission (SAM) Aircraft

a. General. Special Air Mission (SAM) aircraft are specially configured aircraft
assigned to the U. S. Air Force 89th Airlift Wing used to support only the most important
U.S. interest missions and DOD missions where other airlift does not provide the
timeliness, security, or communications capability required. The costs associated with
operating this limited inventory of aircraft ranges from approximately $2,300/hour to
nearly $4,300/hour depending on the type of aircraft, thereby necessitating judicious
use of this limited resource. All requests for SAM support of non-required users require
a cost analysis as a part of the justification.

b. Eligibility. Within DA, only the following officials are eligible to use SAM aircraft.
If one of these officials is not aboard, the SAM aircraft cannot be used for the mission:

Secretary of the Army

Chief of Staff

Under Secretary of the Army
Vice Chief of Staff

Assistant Secretaries of the Army
General Counsel

Four-star General Officers

c. Authorized Use. SAM aircraft may be authorized in the following instances:

(1) Travelis plainly in the national interest for official purposes.

(2) Commercial transportation is clearly incapable of meeting the requirement for
security.

(3) Other significant reasons as approved by the appropriate travel order
approving authority.
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d. Approval Process.

(1) Requirements for both domestic and foreign SAM flights for personnel in the
Secretariat must be submitted through the AASA to the SA.

(2) Requirements for both domestic and foreign SAM flights for personnel in the
ARSTAF and Army Commanders (AC) including foreign counterpart visits must be
submitted through the AASA to the SA.

e. Non-DOD Requests. All non-DOD requests for SAM aircraft, exclusive of
Congressional travel, must be submitted through the AASA for processing to OSD.

f. The Chief of Legislative Liaison (OCLL). OCLL coordinates Congressional use in
accordance with established procedures. The use of SAM aircraft is especially
appropriate for Army sponsored trips by members of Congress or DOD officials when
the trip has significant DOD interest.

8. Operational Support Airlift (OSA)

a. Use. The use of Operational Support Airlift (OSA), both fixed and rotary wing,
assigned to DA should be restricted to flights where commercial transportation is
inconsistent with security or other significant mission requirements. Requests for use of
OSA are processed in accordance with current directives and procedures.

(1) Every effort must be made to pool 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 loads to accommodate
the pooling of missions is encouraged.) All requests should include a comparison of the
costs of travel by MILAIR and commercial transportation modes. All requests for OSA
fixed wing support must include a 2-hour window for both departure and arrival times
unless compelling operational considerations exist where strict timing is critical to
mission success. In those cases, a 2-hour window must still be provided on either
departure or arrival times, or documentation of the compelling considerations must be
included in the request. Requests without the provision of a 2-hour window, or missing
written justification cannot be processed.

(2) The U. S. Army Priority Air Transport Detachment can support complex
missions, but its use must be fully justified through OSA policies and procedures and
approved by AASA for officials within the Secretariat and ARSTAF.

(3) For HQDA and its Field Operating Agencies (FOAs) and Staff Support
Agencies (SSAs) the officials listed below are designated as Authorizing Officials for
operational support airlift (OSA) requests from senior officials within their commands or
organizations. The authorizing official for those positions listed is the AASA. MILAIR
requests must be processed through the HQDA Executive Travel Office (JDSO-ZT) to
the AASA.
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Director of the Army Staff

Deputy Chiefs of Staff

Assistant Chief of Staff for Installation Management

Chief of Engineers

Surgeon General

Chief, National Guard Bureau

Chief, Army Reserve

The Judge Advocate General

Chief of Chaplains

Commanding General, U.S. Army Military District of Washington (MDW)
Heads of FOAs and SSAs (major general or equivalent and higher)

(4) AC, ASCC and DRU Commanders (Major General or higher) and heads of
FOAs and SSAs (Major General or higher) are designated as Authorizing Officials for
OSA requests from senior officials within their commands. AC, ASCC, and DRU
Commanders may delegate this authority in writing, without further delegation to the
Chief of Staff or Deputy Commander (no lower than Major General level). Except for
four-star generals and the three-star Commander of Army Pacific, senior officials may
not authorize their own MILAIR travel.

(5) The AASA is the Authorizing Official for Commanders who are not four-star
general officers or the three-star Commander, USARPAC. MILAIR requests for ASCC
and DRU Commanders, other than 4-star generals, must be processed through the
HQDA Executive Travel Office (JDSO-ZT) to the AASA.

(6) MILAIR requests for personnel (0-6 or equivalent and below) must be
processed for approval as outlined in Chapter 3, AR 95-1, Flight Regulations,
1 September 1997 and the DOD Directive 4500.43, Operational Support Airlift,
28 October 1996.

(7) The Secretary of the Army or his designee, the AASA, is the approval
authority for employees of other U.S. government agencies.

b. Reporting. The Commander, Operational Support Airlift Command, must provide
a semi-annual report of the use of Operational Support Airlift by senior DA officials
through AASA for review prior to submission to the SA.

c. Oversight. All AC, ASCC and DRU Commanders must ensure that they are kept
informed of their command's OSA usage.

9. Space Available Travel. Per DOD 4515.13-R, paragraph C6.1.3, Uniformed
Services members on active duty must be in a leave or pass status to register for
space-available travel, remain in a leave or pass status while awaiting travel, and be in
a leave or pass status the entire period of travel. DOD civilian employees, when
traveling in a space-available status in accordance with DOD 4515.13-R, C6.T1, must
be in a leave or non-duty (i.e. weekend or holiday) status to register for space-available
travel.
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10. Accompanying Spouse Travel

a. General. As a general rule, spouses or other family members may not
accompany DA personnel, either military or civilian, on official business at government
expense. Accompanying spouse travel on either military or commercial aircraft is
accomplished as an exception to policy, pursuant to paragraph A.2.m. of the JFTR,
Appendix E. Exceptions are normally limited to the spouses of senior officials. Other
family members or dependents are not permitted to travel at government expense.
(See section 13, Non-