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SUBJ: REQUI RED USE OF THE TRAVEL MANAGEMENT CENTER (TMC) FOR LODA NG
A. ALCGPSC 120/ 16
B. ALCGPSC 056/ 17
C. Departnent of Horel and Security (DHS) Financial Managenent Policy
Manual
D. 41 Code of Federal Regul ations, Chapter 301-11.11
E. Joint Travel Regulations (JTR), 010201-C and 020303
F. Governnent Travel Charge Card (GICC) Program Policies and
Procedures, COVDTI NST M4600. 18 (seri es)
G 41 Code of Federal Regul ations, Chapter 301-50.7
1. This message updates and replaces Refs A and B. Per Refs C through
E, travelers nmust nmake all reservations for Coast Guard funded travel
i ncludi ng cormercial |odging, through the contracted TMC ( ADTRAV)
Booki ng | odging reservations directly with hotels, or by using
conmer ci al websites such as Expedia.com Hotels.com AIRBNB, etc.
viol ates these requirements. DHS requires all reservations nade
outside of the TMC to be authorized per travel order endorsenent. DHS
consi ders | odgi ng reservati ons nade outside of the TMC as ni suse of the
CGovernment Travel Charge Card (GICC) unless an authorized exception is
documented on the travel orders.
2. Exanpl es of authorized exceptions that an Approving O ficial may
use on travel orders include

a. Use of governnent | odging.

b. Cases where the TMC is unable to find | odgi ng reservations for

the traveler. 1In these cases, when ADTRAV conpletes a reservation for
ot her services (travel, rental car, etc.), the inability to accomodate
lodging will be noted via the rezconfirmdocunent. |If it is a |odging

only reservation, the traveler nust specifically request an e-mail from
ADTRAV to docunent unavailability of |odging reservations.

c. Cases where the traveler is not a travel card hol der and the
reservati on does not include conmon carrier transportation being
charged to the Centrally Billed Account.

d. When use of the GICC is prohibited by Ref F, such as TDY over 21
days where interimtravel clains will not be submitted.

e. Per Ref D and E when lodging is arranged at a | ower cost than
avai | abl e through the TMC, such as lodging in conjunction with
conf erences, mass training evolutions, unit novenents, directed
establ i shnents due to security/safety concerns (per Foreign C earance
Quide or direction by a U S. Enbassy, COCOM JTF Commander or
Secretarial Process), or when arranging | odging on a weekly or nmonthly
basis for long-term TDY. Long Term TDY is considered 30 or nore days.
In these cases provided the lodging rate is at or below the per diem
rate, no docunentation is required fromthe TMC to support the
exenption on the travel orders.

f. Group Lodging. 1In accordance with Refs E and G a Coast Quard
enpl oyee or mlitary nmenber who is coordinating a |arge group event
(such as a training course, exercise, or conference with 10 or nore
attendees) is authorized to negotiate directly with one or nore | odging
facilities to set aside a specific nunber of roons for attendees, and
require attendees to book lodging directly with the lodging facility.
However, the conference planner should not enter into a contract with
any lodging facility that guarantees the Coast Guard will pay for a
speci fic nunber of roons, unless the conference planner is a
contracting officer who is authorized to do so. The recomended best
practice for negotiating with a lodging facility is as follows: (1)
The conference planner shoul d negotiate an agreement with the | odging
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facility to hold a specified nunber of roonms at a specified rate at or
bel ow the | ocal |odging per diemrate until a designated date; (2)
After the designated date, the lodging facility will be free to rel ease
any roons that have not been reserved by individual attendees; (3)

I ndi vi dual attendees should be directed to reserve their individual
roomwi th the lodging facility under the group reservation before the
desi gnated date. Any reservations made at another |odging facility or
after the designated date shall be made through the Travel Managenent
Center which currently is ADTRAV.

3. Travelers should review the required use of TMC | odgi ng Frequently
Asked Questions (FAQ at the |link below or contact their |local ADMN
support for travel questions http://ww.dcms. uscg. ml/portal s/ 10/ CG

1/ PSC/ bops/ GovTr vl / Requi r ed- Use- of - TMC- Lodgi ng- FAQs. docx

4. Al other questions should be directed as foll ows:

a. Cardhol ders shall direct GICC questions to their unit GICC
Travel Manager. Menbers can determine their supporting Travel Mnagers
at http://ww. dcns. uscg. m |/ GOVTrvl/ Cont acts/.

b. GICC Travel Managers: Direct questions to Ms. Carlene Curry at
703-258-5996 or Evelyn.C Curry@scg.m| or M. Mttt Ruckert at 703-201-
3080 or Matthew. T. Ruckert @iscg. nil .

5. Released: CAPT G T. Prestidge, Commander, Personnel Service Center.
The Service Center for Qur Mst | nportant Resource — Qur Peopl e.
6. Internet release is authorized.
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