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MEMORANDUM FOR 

  

	DEPARTMENT OF THE TREASURY
                                WASHINGTON, D.C.  20005




            INSPECTOR GENERAL
                                      FOR TAX
                             ADMINISTRATION 

3 





Exhibit (600)-40.3
Revised 7/1/2016


FROM:	[Manager’s Name and Signature]
	[Title/Office]
	[Function]


SUBJECT:	Limited Open Travel Authorization (LOTA) for the period of 
[bookmark: Text4][bookmark: Text5]	October 1, 20   – September 30, 20  



[bookmark: Text9][bookmark: Text10]This memo is an authorization for                           with post of duty in                     to perform travel to and from all points within the Continental United States, as indicated, and incur necessary expenses in accordance with applicable regulations.

[bookmark: Text6][bookmark: Text7]Time Period Covered by this Authorization:  October 1, 20   - September 30, 20  

Purpose of Travel:  To conduct official TIGTA business and/or attend approved training.

[bookmark: Text8]Estimated travel costs for the time period covered by this authorization: $     

Travel expenses approved by this authorization (check all that apply):

[bookmark: Check1]|_|	Per Diem Allowance
[bookmark: Check2]|_|	Common Carrier Less than Premium-Class (First-Class and Business-Class)
[bookmark: Check3]|_|	Government Vehicle (GOV)
[bookmark: Check4]|_|	Taxis (managers must restrict or place a reasonable monetary limit when suitable Government or common carrier transportation service, including shuttle service, is available for all or part of the distance involved; or when courtesy transportation service is provided by hotels/motels between the place of lodging at the TDY station and the common carrier terminal)
[bookmark: Check6]|_|	Privately Owned Automobile (when it is administratively determined to be more advantageous to the Government)
|_|	Rental Vehicle (use must be determined to be advantageous to the Government and the traveler must provide justification to his/her manager.)


Travel Situations Requiring Additional Written Approval

The following travel arrangements require a separate written authorization in addition to the LOTA (See FTR § 301-2.5).  E-mail is considered written authorization for this purpose:
   
1.	Use of a foreign air carrier;
2.	Travel expenses related to travel to a foreign area;
3.	Use of a rental vehicle;
4.	Use of reduced fares for group or charter arrangements (traveler must receive written or electronic advance authorization from his/her manager);
5.	Travel by ship;
6.	Payment of a reduced per diem rate (traveler must receive written or electronic advance authorization from his/her manager);
7.	Travel expenses related to emergency travel;
8.	Transportation expenses related to threatened law enforcement/investigative
employees, employees who work in similar capacity for special law enforcement/investigative purposes and members of their families and other employees in circumstances of extreme emergencies involving danger to human life arising from performance of official duties or destruction of Federal property;
9.	Acceptance of payment from a non-Federal source for travel expenses (traveler must receive written or electronic advance authorization from his/her manager); 
10.	Travel expenses related to attendance at a conference (traveler must receive written or electronic advance authorization from his/her manager); and
11.	Due to an employee’s medical requirements or religious beliefs, payment of the full M&IE allowance even though meals are furnished by the Government either directly or through a registration fee or other payment for a conference or other event in accordance with FTR § 301-11.18(b).


Travel Situations Requiring TIGTA Form 1321

The following travel arrangements require separate written authorization and completion of TIGTA Form 1321, Authorization for Official Travel:  

1. International Travel expenses (required for travel that is sponsored/paid by TIGTA only);
2. Invitational travel (for non-TIGTA employees only);
3. Actual daily subsistence expenses;
4. Interview travel;
5. Indefinite travel;
6. Official representation at funerals; and
7. Use of Government aircraft.

Travel Situations Requiring TD Form 70-02.6

Premium-Class (First-Class and Business-Class) travel is not covered by this LOTA and requires a separate written authorization and the completion of TD Form 70-02.6, First-Class Travel Request and Authorization.  Premium-class travel must be approved in advance by the Inspector General only.  Note:  The lowest accommodation of the extra-fare train called the Amtrak Acela Express is business-class.  The Acela Express is considered advantageous to the Government and does not require pre-approval by the Inspector General.  Therefore, this LOTA covers the use of the Acela Express business-class accommodation.  

This annual LOTA is not a substitute for electronic travel authorizations that are generated in the e-Gov travel system.  Electronic travel authorizations are still required for each trip in order to make reservations and to obligate funds. 

For procedures and approval levels for these arrangements and all other travel policy questions, please refer to TIGTA Delegation Order No. 12, Federal Travel Regulations (41 C.F.R., Chapters 300, 301, and 304), Chapter 600 of the TIGTA Operations Manual, travel information posted on the TIGTA intranet homepage and the BFS/ARC customer page, and Treasury Directives for guidance, as appropriate.  If you have any questions regarding this authorization, please e-mail *TIGTA OMS Travel Services.
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