
3 APRIL 2022 
 

Ms. Whitney Waters 
Attorney, Disclosure Unit 

 
RE: OSC File No. DI-21-000746 

 
Dear. Ms. Waters, 

 
I am deeply disappointed in the investigative report sent to the Office of Special Counsel 
by the Department of Veteran Affairs, the report seems designed to protect the agency 
from any consequences for their illegal actions. This is a classic example of why internal 
investigations do not function to uphold policy and protect Veterans or employees from 
obvious violations. 

 
Allegation (1) Though not substantiated, the recommendations made in the VA report 
were clearly not followed and violate current travel policy. Shortly after this investigation 
concluded I was approved to travel to Valencia County on February 2, 2022 to visit 
veterans that I had been assigned in March 2021. I was also made aware of the 
Albuquerque VA Employee Travel Memorandum 001-34 by a fellow Social Worker that 
was interviewed during the investigation and is concerned about employee 
mismanagement and policy violations. The attached Travel Memorandum clearly states 
that travel beyond 55 miles of an assigned duty station of an employee should be 
considered a TDY for accommodations and per diem. 

 
While my normal 8 hour tour of duty in February 2022 was from 08:00 – 16:30 on 
February 2, 2022 I worked from 07:30 – 20:00 and I was still not offered 
accommodations or per diem. 

 
To date, despite the VA’s own recommendations I have still never been provided the SF- 
1164 form mentioned in the travel memorandum and when I contacted HR and the travel 
office I was given no guidance on how to request or complete claims for reimbursement 
of expenditures. When I first began this position I requested a Government Travel Card 
because I had one in my previous position and I was told that they are not issued because 
I would not need one. I have to clearly point out how placing me in a position to visit 
Veterans 180 miles each way from my duty station without training me on VA TDY 
procedures or providing me a travel card clearly violates internal travel policies. 

 
I am still currently assigned Veterans in Socorro and Valencia Counties and one Veteran 
I am assigned requested a home visit in April, 2022. I am still waiting approval from 
HUDVASH Leadership so that I can inform this Veteran weather or not he will be able to 
receive a Case Management home visit. 

 
Allegation (2) I also must report that despite the VA’s report that Case Managers were 
not conducting face to face visits that is a complete misrepresentation of the facts and 





New Mexico VA Health Care System                Memorandum 001-34 
Albuquerque, New Mexico                  March 21, 2018 

            001/SB/AG 
 

EMPLOYEE TRAVEL 
 

1.  Policy:  Official employee travel will be authorized when in the best interest of the 
Department of Veterans Affairs (VA).  Only official travel will be authorized at government 
expense.  Official travel for training, education, meetings, and other mission needs will be 
supported within available funds and in keeping with applicable VA regulations. 
 
2.  Responsibility: 
     a.  Approving Official:  The approving official is the Medical Center Director or designee.   

The management of facility travel funds has been delegated to the Associate Director 
(001).  The approving official will authorize travel and payment of travel expenses to what 
is necessary to accomplish the agency’s mission in the most economical and effective 
manner.  Will give consideration to budget constraints, adherence to travel policies, and 
reasonableness of expenses and will consider alternatives, if necessary, prior to authorizing 
travel. 

     b.  Transportation Assistant:  The transportation assistant is responsible for processing and  
ensuring all Travel Authorizations and Expense Vouchers in Concur Government Edition 
(CGE) are complete and accurate.  Ensures all completed and accurate documents are 
processed in a timely manner.  The transportation assistant is also responsible for ensuring 
all applicable travel regulations, policies, and guidelines are followed. 

     c.  Employees:  Are responsible for the following: 
(1)  Submitting his/her Travel Authorization using the agency’s online e-travel system,  

CGE-Concur, along with all pertinent information and written or emailed supervisory/ 
service chief approval to support the travel request at least 7 days prior to scheduled 
departure; 

(2)  If the employee requires a travel advance he/she must request on the Advance tab  
within the travel authorization in CGE-Concur upon submitting the document for 
approval; 

(3)  Must complete and submit the expense voucher for travel reimbursement of funds  
using Fed Traveler and must fax all applicable and required documents/receipts to 
CGE-Concur or use the receipt imaging functionality within 5 work days upon 
completion of travel; 

(4)  The employee is also responsible for providing detailed justification that warrants the  
use of rental car, actual lodging expenses, or use of Privately Owned Vehicle (POV) in 
his/her travel authorization.  Travelers must exercise the same care in incurring 
expenses while on official travel that a prudent person would exercise if traveling on 
personal business.  Employees are to utilize itineraries and travel routes that provide 
for the most efficient and effective use of  time and funds. 

 
3.  Procedure:  Official travel at government expense is defined by four categories of travel: 
     a.  Temporary Duty (TDY) Travel:  All temporary details that exceed the local travel mile  

radius.  All travel exceeding this designated mile radius must be authorized on a approved  
official VA CGE-Concur Travel Authorization. 
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(1)  Prior to entering a Travel Authorization in CGE-Concur the traveler must secure or  

obtain a supervisory/service chief approval, with the exception of Education requested 
travel, and attach a copy of the approval to the CGE-Concur Travel Authorization 
prior to submitting.  The supervisory/service chief approval can be in written or email 
format.  Other forms of approval that may be accepted are those issued at the Veterans 
Integrated Service Network (VISN) or VA Central Office (VACO) levels or in the 
form of Instructions to Traveler (ITT) issued by the sponsoring/funding agency, which 
provide the traveler with specific documentation to include the name/signature of the 
approver and the date he/she approved.  The traveler must include a copy of required 
form of approval and backup documentation specifically pertaining to the requested 
travel in the CGE-Concur authorization prior to submitting for approval. 

(2)  Employees will provide all necessary information, documentation, and approval to  
complete the Travel Authorization in CGE-Concur a minimum of 7 workdays prior to 
the beginning of travel.  When the traveler is requesting an advance of funds, the 
request will need to made in the travel authorization and will require an additional 3-4 
workdays to process including the minimum number of days. 

(3)  Travel is not official until the CGE-Concur Travel Authorization has been approved  
and notification of approval has been received by the traveler.  If the traveler departs 
prior to the Travel Authorization being approved, the travel is considered delinquent 
and the traveler will not be covered if any accident or injury occurs. 

(4)  The mode of travel should be the most economical and advantageous to the  
government.  Priorities are:  (1) Government Owned Vehicle (GOV); (2) The use of 
Common Carrier Transportation (Air, Rail, Bus); (3) POV – When POV is used in lieu 
of a GOV or Common Carrier, reimbursement will not exceed the mode that is most 
economical and/or advantageous to the government.  Use of other mode of 
transportation requires justification in the Travel Authorization and approval from the 
Approving Official.  Airline tickets must be obtained from the agency’s Travel 
Management Center, Duluth Travel, which is the Online Booking Engine (OBE) 
integrated in the CGE-Concur System. 

(5)  Use of a rental car requires detailed justification in the CGE-Concur Travel  
Authorization and must be requested prior to traveling.  The VA requires travelers to 
rent compact size cars when conducting official travel.  Larger class of vehicle may be 
requested and must fall under one of three exceptions.  The Government is a self 
insurer; therefore, additional rental/auto insurance purchased would be an out-of-
pocket expense and is not reimbursable.  In addition, Global Positioning System (GPS)  
Navigation and Pre-Paid Refueling are not reimbursable and are considered out-of-
pocket expenses. 

(6)  Reimbursement for TDY travel will be requested by creating and submitting an  
Expense Voucher in CGE-Concur.  The expense voucher must be submitted in CGE- 
Concur within 5 business days upon completion of travel.  The traveler is responsible 
for the completeness and accuracy of the expense voucher prior to submitting for final  
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approval.  The traveler is also required to submit his/her expense report to ceritfy the 
accuracy and completeness of the claim submitted and may not have an alternate 
preparer submit on his/her behalf.  An alternate preparer can prepare the expense 
voucher; however, they can not submit the document on behalf of the traveler. 

(7)  Items claimed on the expense report must be supported by copies of the following  
applicable documents and receipts:  Copy of either a written or emailed supervisory or 
service chief approval and all applicable backup documentation regarding the specific 
TDY purpose; Confirmed/Ticketed E-Ticket Airline Itinerary; Baggage Fees; Itemized 
lodging/hotel receipt; Rental car and fuel for rental car (if authorized); Taxis/Shuttles; 
Airport parking; Government Issued Travel Card Automated Teller Machine (ATM) 
withdrawal receipts; and any expenses exceeding $75.00 or more.  Receipts may be 
required for items not listed and should be submitted upon request.  All supporting 
receipts/documents must be either faxed in to CGE-Concur using the required fax 
coversheet printed from the expenses and receipts tab of the expense voucher or by 
electronically attaching them within the expense voucher as an attachment (portable 
document format (PDF), Joint Photographic Experts Group (JPG), Tagged Image 
Format (TIF), Portable Network Graphics (PNG), or Graphic Interchange Format 
(GIF)). 

(8)  Any promotional benefits or materials received from a travel service provider in  
connection with official travel may be retained for personal use, if such items are 
obtained under the same conditions as those offered to the general public and at no 
additional cost to the government.  Promotional items include frequent flyer miles, 
travel upgrades, travel memberships, hotel points, and similar items.  The employee 
may use frequent traveler benefits earned on official travel to obtain travel services for 
a subsequent official travel assignment(s); however, the employee may also retain 
such benefits for personal use, including upgrading to a higher class of service while 
on official travel.  The employee may not select/choose a travel service provider to 
gain frequent traveler benefits for personal use.  The employee must use the travel 
service provider for which the agency is a mandatory user, this includes contract 
passenger transportation services and travel management systems.  If an employee is 
offered such benefits as a result of their role as a conference planner or as a planner for 
other group travel, the employee may not retain such benefits for personal use.  Rather, 
the employee may only accept such benefits on behalf of the Federal Government.  
Such accepted benefits may only be used for official Government business. 

     b.  Local Travel:  Local travel for this medical center is defined as any travel performed by  
employees within a radius of 55 miles of their assigned duty station.  Employees may 
receive travel reimbursements, such as mileage but are prohibited from receiving lodging 
or per diem expenses for travel within this local travel area.  Local travel claims must be 
initiated by completing an SF-1164, Claim for Reimbursement of Expenditures on Official 
Business, and submitting a Local Expense Voucher in CGE-Concur for reimbursement.  

     c.  Permanent Change of Station (PCS) Travel:  Travel associated with the transfer/relocation  
of an employee.  Permanent Change of Station travel must be approved on a VA Form 
3036c, Travel Authority for Permanent Duty. 

Memorandum 001-34 

http://vaww.va.gov/vaforms/va/pdf/VA3036c.pdf
http://vaww.va.gov/vaforms/va/pdf/VA3036c.pdf
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     d.  Foreign Travel:  This is travel performed outside the Continental United States  

(OCONUS). 
 
4.  References:   
     a.  Office of Financial Policy, VA Financial Policy, Volume XIV, Chapters 1-10;  
     b.  41 Code of Federal Regulations (CFR), Chapters 301-304, Federal Travel Regulation  

(FTR) System provides the mandatory regulations for the performance of employee travel 
at government expense; 

     c.  Under Secretary for Health Conference Oversight Memorandum, and  
     d.  VA Chief of Staff Conference Oversight Memorandum. 
 
5.  Rescission:  Medical Center Memorandum 135-9, Employee Travel, dated May 5, 2016. 
  
6.  Expiration Date: March 21, 2021 
 
 
 
Signed MCM in D/FMO File 

Andrew M. Welch, MHA, FACHE 
Director 
 
Attachment 
 
Distribution:  "M"

https://www.va.gov/finance/policy/pubs/volumeXIV.asp
https://www.ecfr.gov/cgi-bin/text-idx?SID=2140eedd27cf66f184d7e34ecfeeb252&mc=true&tpl=/ecfrbrowse/Title41/41tab_02.tpl
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General Travel Information 
 

The following are general information items and may not cover every travel situation; therefore, 
the Transportation Assistant will assist travelers with non-routine or unusual situations. 

 
Per Diem:  General Services Administration (GSA) prescribes maximum per diem rates for 
Lodging and Meals and Incidental Expenses (M&IE) for the TDY location of travel.  Per diem 
rates may be found at the GSA website, as well as in the CGE-Concur travel site under the 
Policy Option available from the Travel Tab.  Lodging will be reimbursed at actual expense up 
to the GSA maximum.  Per diem will not be allowed for:  1) Local Travel; 2) for travel of 12 
(twelve) hours or less; 3) for Travel more than 12 (twelve) hours but less than 24 (twenty-four) 
hours in any calendar day, the employee will be paid at a maximum of  3/4 (75 percent) of the 
applicable M&IE rate for that location.  Per diem entitlement starts on the day you depart your 
home, duty location, or other authorized point and ends on the day you return home, duty 
location, or other authorized point. 

 
Actual Expenses:  An employee may request actual lodging expenses if (1) Lodging and/or 
meals are procured at a prearranged place such as a hotel where a meeting, conference, or 
training session is held; (2) Costs have escalated due to special events (e.g., missile launching 
periods, sporting events, World’s Fair, conventions, natural disasters); (3) Lodging and meal 
expenses within prescribed allowances cannot be obtained nearby; and costs to commute to/from 
the nearby location consume most or all of the savings achieved from occupying less expensive 
lodging; (4) Because of mission requirements; or (5) Any other justification approved by the 
agency.  Request for authorization for actual expenses must be made in advance of travel; 
however, after the fact approvals may be granted when supported by a justification acceptable to 
the agency.  The maximum amount that may reimbursed under actual expense may not exceed 
300 percent; however, the facility has been desginated authority to approve actual expense up to 
150 percent.  Any amount requested over the 150 percent will need to contact the Employee 
Travel Office for information. 

 
Telephone Calls:  Employees are authorized to make official business calls, as necessary, while 
on official travel and require justification.  Employees are also allowed to make one brief 
personal phone call home per day of travel.  Personal calls may be limited to $5.00 per day but 
cannot exceed $35.00 per week. 

 
Tips:  Allowable tips given for taxis/shuttles/ground transportation are limited to 15 percent of 
the amount of the fare charged.  Tips claimed for free ground transportation services are limited 
to $2.00 or less.  Tips for bellhops, porters, baggage carriers, hotel maid service and 
housekeeping services, etc. are covered under the incidental expense of the M&IE portion of per 
diem and can not be claimed as an additional tip/miscellaneous expense. 

 
Government Travel Credit Card (GTCC):  Any employee who travels more than twice a year 
is offered to apply for a GTCC.  Any employee who is offered the card and does not wish to 
apply will be asked to sign a form declining use of the GTCC.   
If the employee is offered and declines to apply for the GTC, cancels the GTC or if the GTC is 
revoked/cancelled due to misuse or non-payment, travel advances will not be authorized for 
future travels.  Please refer to Medical Center Memorandum (MCM) 135-10, Government Travel 
Card Program, for specific guidelines. 

file:///C:/Users/VHAABQGARCIA/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/SAOSG1YO/http/www.gsa.gov/perdiem
https://cge.concursolutions.com/default2.asp
http://vaww.visn22.portal.va.gov/intranet/Albuquerque/Admin/MCM/135-Voluntary%20-%20Public%20Affairs/Government%20Travel%20Card%20Program.pdf
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Travel Advances:  Travelers are entitled to a travel advance if they have not been given the 
opportunity to obtain a GTCC or travel less than twice per year.  The advance of funds for per 
diem, mileage, or subsistence expenses is authorized when deemed essential to permit 
completion of TDY and PCS travel.  The advance of funds must be requested in the CGE-
Concur Travel Authorization and is automatically calculated by the system; however, the traveler 
or alternate preparer should limit the advance amount to 80 percent or less of the allowable per 
diem expenses.  Reducing the advance amount will eliminate an advance overpayment in which 
the traveler will be requried to pay back any additonal funds received to the agency.  The 
advance will be automatically direct deposited into the travelers account.  Travelers requesting 
an advance must submit the travel authorization in a timely manner to allow for additional days 
for the advance to be processed and deposited.  The advance takes approximately 3-4 business 
days to process from the final approval date of the travel authorization.  Please see MCM 135-8, 
Advancement and Reimbursement of Funds, for specific guidelines. 
 
Tuition/Registration in Connection with Travel:  Official travel to attend a function for 
training, in which a tuition/registration fee is required, will need to be processed through 
Education Service (14A) for approval by the Education Subcommittee prior to the Travel 
Authorization being issued.  This will be accomplished by completing the Service Chief’s 
Endorsement of Training; SF-182, Authorization, Agreement and Certification of Training; 
Attendance and Cost Estimation System (ACES) approval (if applicable), and attaching all 
documentation (brochures/registration forms/general information) pertaining to the training and 
routing to Education Service (14A).  If the Education Subcommittee approves the request, the 
traveler will be notified by Education, and a Travel Authorization in CGE-Concur can be 
created, submitted and approved prior to scheduled begin travel date.  Questions specific to 
completing the SF-182 may be addressed to the Education Service.  All Education forms and 
instructions are available on the Staff Development Training website.  Alternate:  Funding & 
Forms. 
 
Acceptance of Gifts and Donations in Connection with Travel:  The employee or agency may 
accept travel expenses from a non-federal source only when such payment is specifically 
authorized by the agency in advance of travel.  An employee may accept support to cover 
expenses from certain tax-exempt organizations or from state and local governments in the 
United States.  The employee must fully complete a VA Form 0893, Advance Review of Offer to 
Donate Support for Official Travel Form and submit to the Office of Regional Counsel, West 
Ethics Office, and the Medical Center Director or designee for approval prior to accepting 
support or donations.  An approval requires the employee to complete and submit a no-cost 
Travel Authorization in the facility’s e-travel system, CGE-Concur, and attach a copy of the 
approved review prior to traveling  
ATM Withdrawal Fees:  ATM fees are reimbursable when used to obtain money with a 
Government Individually Billed Travel Card Account up to the amount authorized on the travel 
authorization for ATM Travel Advance.  The ATM fees for a personal credit card or debit card 
are not reimbursable.  The ATM withdrawals cannot be taken out more than 2 business days 
prior to traveling nor after your scheduled return home date. 

http://vaww.visn22.portal.va.gov/intranet/Albuquerque/Admin/MCM/135-Voluntary%20-%20Public%20Affairs/Advancement%20and%20Reimbursement%20of%20Funds.pdf
http://vaww.visn22.portal.va.gov/intranet/Albuquerque/Admin/FormsLibrary/Service%20Chiefs%20Endorsement%20of%20Training.doc
http://vaww.visn22.portal.va.gov/intranet/Albuquerque/Admin/FormsLibrary/Service%20Chiefs%20Endorsement%20of%20Training.doc
https://app_gsagov_prod_rdcgwaajp7wr.s3.amazonaws.com/SF182-06.pdf
http://vaww.visn22.portal.va.gov/intranet/Albuquerque/Education/Pages/Ed-Funds-Forms.aspx
http://vaww.visn22.portal.va.gov/intranet/Albuquerque/Education/Pages/Ed-Funds-Forms.aspx
http://vaww.visn22.portal.va.gov/intranet/Albuquerque/Admin/FormsLibrary/Miscellaneous%20Forms/Advance%20Review%20of%20Offer%20to%20Donate%20Support%20for%20Official%20Travel.pdf
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