UNITED STATES DEPARTMENT OF AGRICULTURE

Farm Service Agency Notice BU-783

Washington, DC 20250

For: State and County Offices

Processing Local Travel Expense Reimbursements in WebTA

Approved by: Associate Administrator for Operations and Management

%PEW

1 Overview

A Background

The recent upgrade of WebTA 4.2 provided a new method for processing local travel
expense reimbursements.

B Purpose
This notice:
o defines what constitutes local travel
e provides instructions for preparing and processing a local travel expense reimbursement
e removes the requirement for timekeepers to enter local travel for employees into WebTA
e announces a different form for recording expenses.
Note: Offices should follow guidance in this notice for processing local travel expense
reimbursements in WebTA until 118-FI is updated in a future amendment.
C Contact Information
For questions concerning:
e travel policy, contact the Debt Management and Travel Policy Office by e-mail at
FSATravelHelp@wdc.usda.gov
e WebTA, contact the County Budget and Work Measurement Section by e-mail at
BPMSUPDATE@wdc.usda.gov.
Disposal Date Distribution
September 1, 2018 State Offices; State Offices relay to County
Offices
9-11-17 Page 1


mailto:FSATravelHelp@wdc.usda.gov
mailto:BPMSUPDATE@wdc.usda.gov

Notice BU-783

2 Local Travel

A Definition

Temporary Duty Travel (TDY) is considered travel lasting more than 12 hours and more than
50 miles from an employee’s duty station or residence and includes expenses such as
lodging, per diem and/or M&IE.

Local travel is defined as any travel:

e less than 50 miles regardless of time or
e more than 50 miles and less than 12 hours.

The following table provides references for specific scenarios associated with travel.

Less than 12 hours More than 12 hours
Less than 50 miles Local Travel Local Travel
More than 50 miles Local Travel TDY Travel
B Reimbursement
FSA policy requires that employees be reimbursed for expenses incurred for local travel that
are in excess of the employee’s normal daily commute. Local travel expenses include
transportation expenses (subway, bus, taxi, tolls, parking, etc.) incurred as a result of official
business.
3 Preparing and Processing Local Travel Reimbursement

A Using OF-1164 for Local Travel Reimbursement Requests

9-11-17

Prior to the implementation of WebTA 4.2, local travel reimbursements were requested using
AD-616 or the SF-1164. Once the AD-616 or SF-1164 was approved by the supervisor, the
timekeeper would enter it into WebTA. The AD-616 and SF-1164 are being phased out and
replaced with the OF-1164. The updated version of WebTA allows the traveler to enter the
amount that will be reimbursed into WebTA after the OF-1164 has been approved.
Timekeepers are no longer required to enter these transactions in WebTA. These transactions
can now be entered by employees per procedures listed in subparagraph C.

Mileage Rate

The current mileage reimbursement rate to be used on the OF-1164 is determined by GSA
and can be found at https://www.gsa.gov/portal/content/100715.

Page 2


https://www.gsa.gov/portal/content/100715

Notice BU-783

3 Preparing and Processing Local Travel Reimbursement (Continued)

C Required Actions for Processing a Local Travel Expense Reimbursement

9-11-17

Process a local travel expense reimbursement according to this table.

Step

Action

1

The employee who has incurred a reimbursable local travel expense completes
OF-1164 (see Exhibit 1).

COC members are required to complete the OF-1164 annually. Mileage is
established in the COC Minutes for each specific meeting. If the mileage rate
changes, a new OF-1164 will be required.

The employee submits the completed OF-1164 to their supervisor for review
and approval.

The supervisor or delegated official will review the completed OF-1164 to
verify the calculation of the local travel costs and that the mileage meets
operational needs while ensuring that appropriate supporting documentation has
been attached (e.g. COC minutes, transportation receipts, parking, etc.)

The supervisor or delegated official will approve and sign the OF-1164 for
entry into WebTA for local travel expense reimbursement, or return the
OF-1164 to the traveler to address any noted deficiencies.

Note: Once OF-1164 is approved and signed, the supervisor or delegated
official will retain a copy for his or her own records, and return the
signed paper or electronic OF-1164 to the employee. Additional paper or
electronic copies may be made and stored in a central file at the
discretion of each office.

When completing their T&A, the employee or timekeeper enters the total dollar
amount reflected on the OF-1164, into WebTA via the “Dollar Value
Transaction” window. WebTA will automatically forward the request to the
supervisor and it will not appear on the employee’s timecard until it has been
approved.
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Preparing and Processing Local Travel Reimbursement (Continued)

C Required Actions for Processing a Local Travel Expense Reimbursement

Step

Action

6

The supervisor, will compare the amounts, programs and activities, and
accounting codes entered in the “Dollar Transaction” request with the amount
and purpose (type) of travel reflected on the retained copy of OF-1164.

If data recorded in WebTA:

e agrees with that reflected on OF-1164, then the supervisor can proceed with
approving the transaction

e does not agree with that reflected on the OF-1164, then alert the employee or
timekeeper to make the changes.

Notes: Before validating T&A in WebTA, the employee or timekeeper must
review, in addition to time worked, leave taken, and program and activity
codes designated, the local travel amounts and travel purpose accounting
codes reflected in the “Dollar Transaction” box to ensure accurate entry.

Local travel reimbursements will appear on the timecard based on the pay
period associated with the approval date. They will be paid out with the
timecard for the approval period regardless of the travel date.

Example: If travel occurred on 7/11/17 (PP14), was entered on
7/20/17 (PP14) and approved on 7/24/17 (PP15). This travel
will be on the timecard for PP15 and paid with PP15’s
paycheck.

See subparagraph E for instructions for using the “Dollar Value
Transaction” functionality in WebTA.

D Timeliness, Accounting Codes, and Record Retention

9-11-17

The OF-1164 should be completed and submitted for processing as soon as possible, but no
later than 1 pay period after the travel expense occurred. For those employees whose time
and travel is approved by the COC, the COC can delegate their approval to the District
Director. If approval has not been delegated, the OF-1164 should be approved during the
next meeting and processed within the same pay period as the approval. If the approval
occurs outside of the fiscal year, a corrected timecard must be made to reflect the travel
during the pay period in which the travel occurred. The employee filing for local travel
expense reimbursement should use the accounting code in effect at the time the expense was

incurred.
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3 Preparing and Processing Local Travel Reimbursement (Continued)
D Timeliness, Accounting Codes, and Record Retention (Continued)
All documentation pertaining to the local travel expense reimbursement shall be
retained by the originating office for 6 years. It is left to the discretion of each office as to
whether the paper and/or electronic documentation is retained/maintained within the Travel
or T&A records.
E Entering Local Travel in WebTA
Enter local travel in WebTA according to the following table.
Step Action
1 Open WebTA from the main screen menu and SELECT “Dollar Transaction
Requests”.
TT\WEBTAS
Employee Main Menu
Time
Timesheet
Timesheet Summary
Processed Timesheets
Leave Requests
Premium Pay Requests
‘ Dollar Transaction Requests
Leave Balances
Schedule
2 | CLICK “Add Dollar Transaction Request™.
CWEBTA
Employee Main Menu =
Dollar Transaction Requests - Current
» Status Start Date End Date
Mo results
ﬁ[ Add Dollar Transaction Request ] [ History ] [ Cancel ]
9-11-17
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3 Preparing and Processing Local Travel Reimbursement (Continued)

E Entering Local Travel in WebTA (Continued)

Step

Action

3

For the Transaction Code SELECT “17-Travel Reimbursement”.

Dollar Transaction Request

Herms markecd wih an asterish are required,

Employee:

‘ * Transaction Code; :
I

% .
Hcount Dollar Request Transactions

17 - Chaufeur Driven Auto

* St Dte 17 - Cornmuted Subsistence ot
= [ 8- Emergency Paylmprest e
7 - Incentive Pay
rTT——— 17 - Mayazing Subscrintions
17 - Mass Transit Subsidy
Remarks 52 Mesls Deduction
17 - Parking Subsidy
Submitter Remarks: | 17 - Reimbursernent Mies
49~ Remote Worksite 4
HW - Travel Reimbursernent
WTOUEr LOMMENS:" {7 Trave Reimbursement Comm y

17 - Travel Reimbursernent Per Diem
51 - UnifarmafTax Exernpt
51 - UniformaTaxable

Submit | | Cancel

Pending Anproied - Denied

Add the accounting code with the “Select” button.

Submitter Remarks:

Approver Comments:

| Submit Cancel

Dollar Transaction Request

liems marked with an asierisk- are required

Employee:
* Transaction Code: |17 - Travel Reimbursement :J
_ccoum:
* Start Date * End Date * Amount Action
- : — - —_— [Deiete]
Remarks

9-11-17
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3 Preparing and Processing Local Travel Reimbursement (Continued)

E Entering Local Travel in WebTA (Continued)

Step

Action

5

Select the correct FY accounting code.

“WEBTA'

Select Account

Account: Fiscal Year:

Employee Main Menu > Dollar Transaction Requests > Dollar Transaction Reguest >

Fund:

v Account Description
T84500534000000 FY17

1-1 of 1 Records

view [ [0 i3

Soac —

Select the Program and Activity.

e' '| -i-| https://wta.

nfc.usda.gov/usda/UsdaSelectMyAssignedAccd

USDA PRODUCTION WEBTA Version:4.2.10-USDA-SP5.1, webTA - USDA build: 20

Employee Main Menu = Dollar T

Select Account Fields

TWEBTA'

ransaction Requests > Dollar Transaction Request =i

Account: 73450084000000 (FY17)

Program: |No Program Selected ~
Activity: |No Activity Selected ~|

[ Select ] [ Cancel ]

9-11-17
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3 Preparing and Processing Local Travel Reimbursement (Continued)
E Entering Local Travel in WebTA (Continued)
Step Action
7 | Add the Start Date, End Date, and the Amount. Each individual day of travel should
have its own row. For each day, CLICK “Add New Row.” Then CLICK “Submit”.
Note: When entering a range of dates, the amount will be multiplied by each date
within the range.

Example: If the start date was 3/7/17 and the end date was 3/16/17 with an
expense of $5 per day, the total amount would be $35 instead of
the correct amount $25.

.:-W E BTAH Master Timekeeper HR Admin
Employee Main Menu > Dollar Transaction Requests >
Dollar Transaction Request
Items marked with an asterisk= are required
Employee:
* Transaction Code: [17 - Travel Reimbursement B4
* Account:
* Start Date * End Date * Amount Action
Mar 07, 2017 =7 [Mar 07, 2017 = /5.00
Mar 08, 2017 [~ [Mar 08, 2017 = 5.00
Mar 09, 2017 [~ [Mar 09, 2017 = 5.00
Mar 10, 2017 [~ [Mar 10, 2017 = 5.00
Mar 13, 2017 =7 [Mar 13, 2017 = 5.00
Month Day Year |[&1] |[Month Day Year |[&]
 — ¢ Now Row |
Remarks
Submitter Remarks:
Approver Comments:
H| Submit | | Cancel
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3 Preparing and Processing Local Travel Reimbursement (Continued)

F Approving Local Travel Reimbursement Requests in WebTA

Approve local travel reimbursement requests in WebT A according to the following table.

Step Action
1 Login to WebTA and select the supervisor role. CLICK “Employee Dollar
Transaction Requests”.

a [[-5°] ntps/iwiantcusda .gow/iusda/RoleMer 2 ~ @& S|

USDA PRODUCTION WEBTA Version 4.2, 10-USDA-SP5.1, webTA - USDA build: 20161212_r

s W E BTA— Employee Timekeeper ECM Administrat:

Supervisor Main Menu

Employees

Reports

Continuation of Pay (COP)

2 Select the Pending transaction to open the request.

'='WEBTAN Master Timekeeper HR Admin

Employee Main Menu =

Dollar Transaction Requests - Current

¥ Status Start Date End Date Transaction Code Amount
‘ Pending 03/07/2017 03/07/2017 17 - Travel Reimbursement $5.00
1-1 of 1 Records 1

[ Add Dollar Transaction Request } [ History } [ Cancel ]
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Preparing and Processing Local Travel Reimbursement (Continued)

F Approving Local Travel Reimbursement Requests in WebTA

Step

Action

3

Verify that the Transaction Code, Accounting Code, and the Amount are correct.

CLICK “Approve” or “Deny”.

WEBTA Employee  Timekeeper ECM Administrator ~

Dollar Transaction Request
Transaction Code: 17 - Travel B W

* Account:

* Start Date

Remarks
Submitter Remarks:

Approver Comments: Upcale
Activity Log
Acton  ResstngSiale  TimeDae Name Commenis
Somt  Pens 3 D4D42017 05:57 AM

Open the employee’s timesheet. Once approved the reimbursement will be

recorded under Dollar Transactions.

- WEBTA Employee  Timekeeper m ECM Administrator +
Supervisor Main Menu > Select Timesheets >
Timesheet
Employee:  __............_....
Pay Period: Select Pay Period
Work Time
Sun | Mon
4mz2 4103
Time In
Time Out
ezl Time
Transaction Account
Program Activity
01 - Regular Base Pay 76420754000000 (FY17)
0098 (NP) @1 (ADMIN)
01 - Regular Base Pay 7843078400000 (FY17) 200
0088 (NP) 92 (FIN-ACCTG, “
01 - Regular Base Pay 7642075400000 (FY17)
0098 (NP) 05 (TRAVEL)
01 - Reguler Base Pay 7642075400000 (FY17) 500
0038 (NP) 71 (PGM-POL-PLNG)
01 - Regular Base Pay 7842078400000 (FY17)
0088 (NP) 95 (R}
01 - Reg Time-TeleWork 7642075400000 (FY17)
0058 (NP) 71 (PGM-POL-PLNG)
29 - Credit Hours Eamed 8420734000000 (FY17)
0088 (NP) 71 (PGN-POLPLNG)
32- Comp Time Eamed 76420754000000 (FY17)
10099 (NP} (ADMIN)
32. Comp Time/Travel Eamed 7843D784000000 (FY17)
0089 (NP) 05 (TRAVEL)
Work Time Total 800
Leave Time
Absence Start
Absence End
Absence Start
Absence End
Transaction Account
Program Activity
£4.- Comp Time Used 8420784000000 (FY17)
0096 (LEAVE) 90 (LEAVE)
Leave Time Total
Daily Total 600
Dollar Transactions

Transaction Account Date
17 - Travel Reimbursement 7842D734000000009805 (FY17) Mon 4710
Dollar Total

Tue W Th
404 a5 | an

9-11-17
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3 Preparing and Processing Local Travel Reimbursement (Continued)

Notice BU-783

F Approving Local Travel Reimbursement Requests in WebTA

Step

Action

5

The Dollar Transaction Request menu now show the status “Approved”.

—

WEBTA'  emplores Timekesper ECM Administralor =

Dollar Transaction Requests - Current

v Status User Stari Date

History | [ Cancel

End Date

Transaction Code

17 - Travel Reimbursement

Subrmission Date

Note: Clicking on the “Approved” status will display the following window
where the history of the request and the option to revert to pending is
available.

.:.WE BTA‘ Employee Timekeeper @ ECM Administrator -

Supervisor Main Menu = Dollar Transaction Requests =

Dollar Transaction Request
Items marked with an asterisk* ars ranuirad
Employee:
Transaction Code: [17 - Travel Reimbursement [~
* Account: 73420734000000009305 (FY17)
* 8tart Date * End Date * Amount

£25.00
Remarks

Submitter Remarks:

Approver Comments:

Activity Log

Action Resulting State Time/Date Name
Approve Approved 04/04/2017 06:08 AM
‘Submit Pending 04/04/2017 0557 AM

Revert to Pending Cancel

Comments

9-11-17
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Notice BU-783 Exhibit 1
Example of OF-1164
This form is available in a fillable format at https://inside.fsa.usda.gov/. CLICK “Employee Forms”

at the top of the page and CLICK “Find Current Forms Using Our Form Number Search”. For
“Form Number”, Enter “1164”.

T DEPARTMENT OR 1 ABLISHMENT, BUREA, DIVISION OR OFFICE 2. VOUCHER NUMBER
CLAIM FOR REIMBURSEMENT
FOR EXPENDITURES 3. SCHEDULE NUMBER
ON OFFICIAL BUSINESS
Read the Privacy Act Statement on the back of this form. 5. PAID BY
4. |a. NAME (Last first, middie initiai) b. SOCIAL SECURITY NUMBER
C
L
A
| [ MAILING ACDRESES (inciude ZIP Cods) d OFF ICE TELEPHONE NUMBER
M
A
N
T
6. EXPENDITURES (if fare or toil claimed in column (¢) exceeds charge for one person, show in column (h) the number of additional persons which
accompanied the claimant)
DATE Show appropriate code in column (b) | WILEAGE RaTH AMOUNT CLAIMED
8 A - Local Travel D. Funeral Honors Detail (Enter Whote
B - Telephone or Telegraph E. Specialty Care Numbers Only)
E C - Other expenses (itemized) ¢ FARE
(Expiain expenditures in specific defai.) NUMEER OF OR ADD TIPS AND
MILES MILEAGE TOLL PERSONS [MISCELLANEOUS
(a) (b) (c) FROM (d) TO (e [/} (9) (h) 0]
If additional space is required continue on the back. SUBTOTALS CARRIED FORWARD FROM THE
7. AMOUNT CLAIMED (Total of columns (), and (1, ’ $
( ®. (@ ) TOTALS
8. This claim is approved. Long distance telephone calls, if shown, are certified as 10. | certify that this claim is true and correct to the best of my knowledge and belief
necessary in the interest of the Government. (Note: If long distance calls are and that payment or credit has not been received by me.
included, the approving official must have been authorized in writing, by the head
of the department or agenicy to so certify (31 U.5.C. 680a).) Sign Original Only
DATE
i o CLAIMANT
Sign Original Only SO EERE
DATE 11. CASH PAYMENT RECEIPT
APPROVING a. PAYEE (Sigrature) b. DATE RECEIVED
OFFICIAL ’
SIGN HERE
9. This claim is certified correct and proper for payment. c. AMOUNT
AUTHORIZED Sign Original Oniy ks
CERTIFYING DATE
OFFICER 12. PAYMENT MADE
SIGN HERE BY CHECK NUMBER

ACCOUNTING CLASSIFICATION

OPTIONAL FORM 1164 (REV. 12/2016)
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Example of OF-1164 (Continued)

Exhibit 1

6. EXPENDITURES -- Continued

DATE

(a)

Show appropriale code in Column (B)

A - Local Travel

D. Funeral Honors Detail
O B - Telephone or Telegraph E. Specialty Care
C - Other expenses (itemized)

MILEAGE
RATE

(Explain expenditures in specific delail )

(c) FROM

() TO

NUMBER OF
MILES
(&)

AMOUNT CLAIMED
FARE
OR ADD TIPS AND
MILEAGE TOLL PERSONS [MISCELLANEOUS
{f) (a) 1] 7]

Total each column and enter on the front, subtotal line. ’

In compliance with the Privacy Act of 1974, the following information is provided: Solicitation of the information on this form is authorized by Executive Order 11609 of July 22, 1971, Executive Order 11012 of March
27, 1962, Executive Order 9387 of November 22, 1843, and 26 U.S.C. 6011(b) and 6109, The prmary purpose of the requested information is to determine payment of reimbursements from the Government. The
information will be used by Federal agency officers and employees who have a need for the information in the performance of their official duties. The information may be disclosed to appropriate Federal, State,
Local, or Foreign agencies, when relevant to civil, criminal, or regulatory investigations or prosecutions, or when pursuant to a requirement by this agency in connection with the hiring or firing of an employee, the
issuance of a security clearance, or investigations of the performance of official duty while in Govemment service. Your Social Secunty Number (SSN) is solicited under the authonty ofthe Intemal Revenue Code
(26 U.SC 6011(b)and 6109) and Executive Order 9397, November 22, 1943, for use as a taxpayer and/or emploves identification number, Disclosure is MANDATORY on vouchers claiming payment or
reimbursement which is, or may be, taxable income. Disclosure of your SSN and other requested information is voluntary in all other instances. Failure to provide the information (other than SSN) required to
support the claim may result in delay or loss of reimbursement.

OPTIONAL FORM 1164 (REV. 12/2016) BACK
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