Other Authorizations at AO Level for Approval
Non-Use of TMC (OWT) for Lodging
Put into Comments:  OWT Not Used for Lodging Per Exception (Fill in the Exception Letter from the Listing Below)

Exceptions:


A) When you are attending an event, and a local Housing Bureau, subsidiary company, etc. has secured all of the lodging accommodations and you are instructed to contact the entity to obtain your lodging. This exception may be applied in scenarios where either appropriated funds are being used or where a nonfederal source is providing the accommodations “In Cash” or “In Kind” (HHS-348 Sponsored Travel).
B) When you are attending a sponsored event where the lodging accommodations have been prepaid by the sponsoring organization.  Commonly known as “In Kind”

C) When you are attending an event where it is necessary for you to stay in non-Federal Emergency Management Agency (FEMA) approved accommodations. Should this occur, the appropriate delegated official must annotate that such accommodations are necessary on a copy of the Travel Order and sign accordingly (See NIH Manual 1130 Delegations of Authority Travel No. 17, pending release).
D) When you are required to travel on official Government business on an emergency basis or because of another exigency.
E) When you are unable to reach the Travel Management Center staff due to, for example, a natural disaster or other happenstance, i.e., power failure.
F) When employees travel by privately owned vehicle to attend long-term training and do not know precisely where they will be staying overnight both, on the way to the training site and on the return trip from the training site.
NOTE: Federal Advisory Council members are exempt from mandatory use of the Travel Management Center for procurement of lodging services.

Rental Cars
Put into the Comments section the justification for a rental car


Helpful Hints/Reminders: 

· Travelers may rent a commercial vehicle only when other methods of transportation will not be more advantageous to the Government. 
· Use of a rental vehicle must be approved on the travel authorization (order). 
· The traveler should not rent a vehicle when more economical means of transportation are available (taxis, buses, and similar means).  
· Another justification for rental cars is if the meeting site is in a remote location from the airport.  
· When possible, the traveler shall fill the gas tank of rented vehicles prior to returning the vehicle, to preclude added expense charged by the rental car company. Gas for the rental car is a reimbursable expense.
Conference Lodging
Put into comments:  Requesting AO approval for pre-established conference rate, which is within ##% of the Gov’t rate for (Fill in City Name).
