H-350  TRAVEL REIMBURSEMENT (COST CONTRACTS)

The contractor shall submit in writing to the Contracting Officer’s Representative (COR) any travel requirements required in connection with the performance of this contract.  The travel request shall be submitted three weeks in advance, when possible, prior to incurring any travel costs, and shall include as a minimum, the following:


a.  Contract number


b.  Date, time, and place of proposed travel


c.  Purpose of travel and how it relates to the contract


d.  Contractor’s estimated cost of travel


e.  Name(s) of individual(s) traveling and;


f.  A breakdown of estimated transportation and per diem charges.

The COR shall review and approve/disapprove (as appropriate) all travel requests submitted giving written notice of such approval or disapproval to the contractor.

Costs for travel, subsistence, and lodging shall be reimbursed to the contractor only to the extent that it is necessary and authorized for performance of the services under this contract.  Reimbursement for the costs of subsistence and lodging shall be considered to be reasonable and allowable daily charges as compared to the maximum rates set forth in the following:


a.  Federal Travel Regulations prescribed by the General Services Administration for travel in the contiguous 48 United States;


b.  Joint Travel Regulations Volume 2, DoD Civilian Personnel, Appendix A, prescribed by the Department of Defense for travel in Alaska, Hawaii, The Commonwealth of Puerto Rico, and the territories and possessions of the United States; 


c.  Standardized Regulations, (Government Civilians, Foreign Areas), Section 925, “Maximum Travel Per Diem Allowances in Foreign Areas” prescribed by the Department of State, for travel in areas not covered in (a) and (b) above.

The application of the rates described above would not constitute a reasonable charge (1) when no lodging costs are incurred; (2) more than one person/employee uses the same room for lodging; and/or (3) on partial travel days (e.g., day of departure and return).  Appropriate downward adjustments from the maximum per diem rates shall be required under these circumstances.

When authorized, per diem shall be paid by the Contractor to his employees at a rate not to exceed the prevailing locality per diem rate.  Fractional parts of a day shall be payable on a prorated basis for purposes of billing for per diem charges attributed to subsistence on days of travel.  Fractional billing shall be on a 1/4, 1/2, and 3/4 basis.

Reimbursement to the contractor for per diem shall be limited to payments to employees for authorized per diem, as described above, not to exceed the authorized per diem.  The contractor shall retain supporting documentation for per diem paid to employees as evidence of actual payments, as required by the “Allowable Cost and Payment” clause of the contract.

The contractor shall not be paid for travel for contractor personnel who reside in the metropolitan area in which the services are being performed.  Travel shall not be paid for services performed at the contractor’s home facility or at any location within a 50 mile driving radius of the contractor’s home facility.

Travel costs/personnel transportation other than described in the above paragraph, shall be allowed only to the extent that such transportation is necessary for the performance of services under the contract as authorized (in writing) by the COR.

The contractor agrees, in the performance of necessary travel, to use the lowest cost mode commensurate with the requirements of the mission and in accordance with good traffic management principles.  When it is necessary to use air or rail travel the contractor agrees to use coach, tourist class or similar accommodations to the extent consistent with the successful and economical accomplishment of the mission for which the travel is being performed.  Documentation must be provided to substantiate non-availability of coach or tourist if business or first class is proposed to accomplish travel requirements.

(End of clause)

PRESCRIPTION:  May be used at the discretion of the PCO in cost-reimbursement level of effort solicitations and contracts.

REFERENCE:
Local Policy

FAR 31.205-46

