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REGULATIONS GOVERNING TRAVELING
EAPENSES.

DErarTMENT oF LABOE,
Crreice oF THE SECRETARY,
Woshinglon, July 5, 1513,
T officers and employess of the Department of Labor and
others traveling on oficia! rupinasr for the department:

The following regulations shall gnvern the allowance of
travaling expenses incurred for travel on officis] s,
except where specific lawes provide otherwise:

1. Employocs traveling on official busines are required
to provide themaclves with sufliclent funds for all cur-
rent expenscs, If loas of tie or extra expense results
from Iack of fumde, such time will be cherped to anoual
leave or deducted from malary, and o extrs sxpenea wiil
be allowed. No subsistence charges will be allowed for
such loat time,

2, Ko travel should be undertaken without previous
authority imued in ihe repular manner by the proper
edministrative oficer.

3. Traveling expenses, which will be reimbursed by
the department, arc confined to these expenses usual to
the ordinary comforta of a traveler, ind inclods the fol-
lowing:

N A, TRANSFOATATION,

§. Actunl fares on raifroads, slsamboats, and other con-
voyaneea will bo allowed., #pecial conveyance, such aa
livery, or the hire of a boat, bicycle, motor cycle, or sute-
nichile in liew of livery, is allowed only when no public
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4 DEPAETMENT OF LABOR,

or repular means of transportation are available, or when
guch regular means of transportation can not be used as
advantageously in the interest of the Government, in
which case s subvoucher and explanstion must sccom-
pany the reimbursement account,

5. All travel must be by the shortest usually traveled
route. The [ares in all cases must not exceed the regular
first-clasa limited fares charped the peneral publie.

6. Where it is necessary to use sitra=lare trains, foll

explanation must appear in the voucher, showing what
official necessity requnred the wee of transportation at exeess
rates,
7. Delay in travel.—Stopping over at any point or any
detention en route, or amy devistion rom the shortest
usunlly traveled route, must be satisfactorily explained.
If due to cxigencies of travel, such a8 changing cars,
awniting frain acoommodationn, accidenta, ete., and fully
explained in the voucher, the additional expenss will be
allowed. ;

2. If stop-over ot deviallon from direct route for
empdoyes's convenlence 1s made, tho voncher muost
show the actual exponses as they were loourred.—
Deductions will be made before peymant of all charpes
not properly payable by the TUnited Btates. Where
amployeca travel by cleewitous rouies for their own con-
¥omience Or use expendive megng of transportation for
their own comfuri, every doubt with referiies to charges
will ba reeolved against the emploves.

9, Rallroad tlckets shonld be obtained at regular ticket
officea.  [f tranaportation is purchased from conductors on
traing, the employvee must pay the extra cost, unless he
furnishes satisfactory explanation.

10. Where extra-fare tralns arc used, the time of actual
arrival of train at destination must be shown, in order that
the Government may recover the penslty lor lost time, if
any is provided io the tarifi,. The train number or nama
and time of leaving atarting peint must be given, Extra-
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TRAVIL REAULATIONS. 5

fare refund alips should be tumed in to the department for
medemption.

11. Pointa between which tmvel is performed and the
date and hour of arrival at and departure from official sta-
tion must be indicated in the voucher,

12. Transportation st round-trip or speeclal rates.—
Employees are required to oxercise care and judgment in
the interest of economy in the purchass of transportation,
whether it be cbtained in exchange for cash or for trans-
portation requests.  Efforts should be made to talre ndvan-
tage of reduced rates for Tound trips when spplicable to
the travel to be performed ; or of suy special rates effective
on the day of putrhass, Whenever tranaportation is pur-
chased at yound-trip o olher apecisl rates, the voucher
must so indicate. IF ticket i procursd on 3 Government
request, the round-teip or apecial rate should be nuted on
the duplicete roquest.

13. Mileage.—As a means of further reducing the cost
of passenger trapaportation, thoe vee of mileage tckets or
serip books and the verious kinds of moltiplo-trip tickets
is recommended. This recommendation ia made depend-
ent upon ihe chavacter and frequency of travel and upon
the requirementa necessary in the proper care snd handling
of ticketa.

14, Tickets described in paragraph 13 have s territorial
and timse limit, and with fcw axceptions are nontransfer-
able. While & matorial saving in the cost of tmanaportation
i# indicated in the low rate charged, the saving becomes &
reality only when the individual purchaser i ghle to use
the entire ticket within the time mit, since s refiod on
account of an noused portion in based upon the value of
tho portion used at the regular straighi-ticket mtes, If,
after making necessary inquires, it 1a found that mileage,
scrip, or multiple-trip tickets can be used to advantage
and with & mving to the Government, the adminiatrative
office may authorize the purchase thereof.

15, Tickets of this character should alwaya be obtained
on transportation requests, and the traveler must describe
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the ticket on the face of the memorandum request by
name, sarial number, and ticket letter and number, and
by the number of miles or tripe it contains, and price.

18. A careful rocord of this clase of ticket from ita pur-
chase until entirely nsed will be kept, and the traveler
must indicate for esch trip, in sddition to the starting
point and destination, transportation request number, and
the number of coupona pulied from mileage books dnd the
money value of coupone pulled from acrip books in every
voncher where any part of such hooks is used and also the
repular fare.

17. When a milage bouk has been entirely used, the
cover, if it has any redemption value, must be prompily
turned over to the disbursing clerk of the department,
through the proper burssu or office, except in casca whera
it is mecessary to surrender the cover with the lnst mileage
msed. In euch cases, wheo the pover has s redemption
value, the receipt obtaived from the ticket sgent, train
auditor, or ooodoctor shonld be 1urmed in,

1%, All nnusad tiokets or parta of tickets purchased, or
ocbisined on Government requesta for transportetion, st
ba promptly forwarded with explanation to the disbureing
clerk of the department, through the proper bureau or
office, who will conduct all correspondence relstive to
refunds, ate. The description of the ticket must show
gtarting point and destinetion.

19. 1f the traveler has surrendered his ticket to the con-
duoctor and desires to Ieave the train before reaching the
dostination indicated on the ticket, he should request the
return of the ticket froon the comductor, who will show om
the ficket where the truveler left the train, In case the
conduetor refuses to retarmn the ticket, that fact should be
reported when refund report is mada.

20. Care should be takan to stop baggage that has
besn checked on the tlcket nt the same polnt where
the traveler leaves the iraln, If, on account of
changs of route or other reason, baggage can not he
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Intercepted and tranaferred and is carrled through
to destination on ununsed portion of tlcket, fall
statement of facta should be made to the dlsburs-
ing clerk at the time of tramsmitting the unused
tleket.

21. Only one mileage or sorip book should be purchased
on one tranapottation request,

B. BLeErma aND Pagron Car ACCOMMODATIONE AND
BerTes on BrEANERA.

22. Omo douhble berth for each person or & seat in parlor
car will be allowed. When especislly authorized or when
the exigencies of travel require it, & full section or &
astateroom may be atlowsd Buch chargea mnst be

Mecompanied by an explanation.

23. All charges for sleeplug snd perlor ear sccom-
modations must be supported by the berth or seat check,
where such a check ia isemed.

24, Through alesping or parlor crr ticketa muat be ob-
tained whera posible.

25, The allowance is for either & Iower of upper berth;
the kind of berth astually obtained must ba stated.

28. Berths in touriet sieepers must be desctibod as puch.

27. When using Government raqueata for transportation
for parlor or sleeping car sccommodations the passenger’s
check must be sttached to the memomndum request bafore
it ia tramamitted to the Department.

28. Bisterooms on Yedsels.—Customary stateroom
sccommodations will be sllowed on steamers and other
vessels.

20, Statercom sccommodstions can be charged for only
when fare on steamer does not include berth.

30. Where wtateroom checls are wwmed they must be
etteched to the voucher when paid for in cash | or to mem-
orandum request when obtained on & Govemment re-
quest,



