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THE WHITE HOUSE 

WASHINGTON 

Your signed travel authorizatia 
form is attached. 

The original is t 
to your trav voucher when it 
is submit . fl for payment. In 
additiJ , there is a copy for you 
and/Your office respectively. 

·1-c / yu ''--1 ?-hJ 
ADMINISTRATIVE OFFICE 



THE WHITE HOUSE OFFICE 
OFFICIAL TRAVEL AUTHORIZATION No. 2705 

(TRAVELER TO COMPLETE SECTIONS 1-8.) Date of Request July 19, 1983 

1. TRAVELER 

Name: M()a~ C. [lt White House Staff 

Extension: 2E57 D Other 

by the New Century Paund•~lon, a 50l(c)(3} organization which will 

provide the ticlt$ta. No aecommodations vill be neceas•ey. 

3. ITINERARY 
(List all cities where stopover occurs.) 

4. DEPARTURE: RETURN: 

Date: __ J-n .. l-.iy,..........2 .... 6 .... · .... ,-I .... 9'""""3 .... 1------------- Date: ---J'-!,lu .... i. .. y-2~5,--.l ..... S~a.,3--____ _ 

Time: __ 7 ..... ,...,.2,....0.,...._ ... a,. .... m...,,....-------------- Time: --... $Ht ..... 3il-'!O~a-• .,..m ..... r---------

Mode: A! r Mode: Air 
5. NATURE: [l 100% Official □ 100% Political 

6. SIGNATURES: 
/ 

Traveler: 
(I have read and agree to the terms set forth on the reverse side) 

{ ; 
'p f 

Department Head Approving Officer 
(Speclal Assistant to the President for Administration) 

7. ESTIMATED COSTS: SPECIAL EXPENSES: 

No. of Days Per Diem _____________ _ □ Registration Fee of $ _________ _ 

Hotel Name _________________ _ □ Commercial Car Rental 

Hotel Daily Rate $. ______________ _ □ Excess Baggage 

Other ___________________ _ □ Other 

8. TRAVEL ADVANCE REQUESTED: □ YES □ No Amount:$ _______ _ 

Signature of Recipient: ____________________ _ Date: _______ _ 

REPAID: Amount ___ _ Date ___ _ Schedule ___ _ Balance this trip ____ _ 

9. FOR TRANSPORTATION OFFICE USE ONLY: 

GTRNo. Amount $ _____________ _ 

(8/ 13/ 81) 

ORIGINATING OFFICE COPY 



, -u 

THIS APPROVAL IS SUBJECT TO ALL 
APPLICABLE GOVERNMENJ' LAWS AND REGULATIONS, 

AS WELL AS THE FOLLOWING ADMINISTRATIVE POLICIES 
RELATING TO TRAVEL ADVANCES 

AND GOVERNMENT-ISSUED TICKETS 

1. ADVANCES FOR OFFLCIAL TRAVEL ONLY 

Cash travel advances will not be provided for political trips. 

Advances will not be provided to anyone with an outstanding unaccounted-for 
advance. 

A.dvance __ s -over $250 require 48-hours notice to White House Administrative Office, 
extension 2500; except in emergencies. 

2. ADVANCES TO-BE REPAID FROM SALARY AFTER 15 DAYS 

Any travel advance which is not either repaid or accounted for in full by an expense 
voucher, within 15 days after return, will be repaid by a deduction from the Staff 
member's salary. 

3. GOVERNMENT TICKETS FOR OFFICIAL TRAVEL ONLY 

Government-issued tickets shall not be requested or used for anything other than 
100% official trip (i.e., no political or personal travel). The entire cost of any 
government-issued tickets that end being used for unofficial travel will be considered 
a personal travel advance and treated accordingly. 

" 
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THE WHITE HOUSE 

WASHINGTON 

Your signed travel authorization 
form is attached. 

The original is to be attached 
to your travel voucher when it 
is submitted for payment. In 
addition, there is a copy for you 
and your office respectively. 

9"A~~ 
ADMINISTRATIVE OFFICE 



THE WHITE HOUSE OFFICE 
OFFICIAL TRAVEL AUTHORIZATION No. 9624 

(TRAVELER TO COMPLETE SECTIONS 1-8.) Date of Request Se 1983 

1. TRAVELER 

2. 

3. 

Name: MORTON C BLACKWELL 

Extension: ~2=6..,_,_5_,__7 ___ _ Room: 191 

[x White House Staff 

□ Other 

PURPOSE(S) and DATE(S): To attend ceremonies relating to premiere of new 
motion picture, "Last ~lane Out.".~~ . 

{1~ <%'..,~~.(tl 6'.)/((1J.J~ 

ITINERARY Washington D.C. to Miami Florida apd return 1 1 
(List all citi~s where stopover occurs. 

4. DEPARTURE: RETURN: ., 

Date: 9,/2 2/8 3 

Time: 1 : 0 0 p • m. 

Date: _ _ ___,9-/-2 ..... 3.,_,,,_/.,.8...,.3---------

Time: ___ J_Q,_•_J ......... 5__..,.a ......... m..._ _______ _ 

Mode: -=-A=i=r=--------------------- Mode: 

5. NATURE: Ge 100% Official □ 100% Political 

6. SIGNATURES: 

Traveler: 

~~~~~~_(,~~~~~h::_av_.._e_Jr~~ad2_an_d a-g-ree_t_o the terms set ~f~_rt_t~ ~-~ -~e-~ -e-sid_e_) ------~--+--­

Approving Officer 
(Special Assistant to the President for Administration) 

r 
7. ESTIMATED COSTS: AT NO COST TO ~ THE SPECIAL EXPENSES:-

GOVERNMENT. Travel and accommodations 
No. of Days Per Diem will be provided by □ Registration Fee of$ _________ _ 

501(c) (3) organization. 
Hotel Name __________________ □ Commercial Car Rental 

Hotel Daily Rate $ ________ ______ _ 

Other ___________________ _ 

□ Excess Baggage 

D Other 

8. TRAVEL ADVANCE REQUESTED: □ YES □ No Amount:$ _______ _ 

Signature of Recipient: ____________________ _ Date: _______ _ 

REPAID: Amount ___ _ Date ___ _ Schedule ___ _ Balance this trip ____ _ 

9. FOR TRANSPORTATION OFFICE USE ONLY: 

GTRNo. _________________ _ Amount $ _____________ _ 

//:3 "'D YJ7t:J9 (8/ 13/ 81) 

ORIGINAL (Return with Voucher) 
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THIS APPROVAL IS SUBJECT TO ALL 
APPLICABLK1GOYERNMENT LAWS ANJ:!. ~EGP~AJ'IPNS, 

AS WELL AS THE FOLLOWING ADMINISTRATIVE POLICIES 
RELATING TO TRAVEL ADVANCES . ---

AND GOVERNMENT-ISSUED TICKETS 
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At>VANCES FOR OtFICIAL ~RAVEL ONLY - -· 
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Cash .tr~v~l :a~vl:lnces ~HJ) ·~ot _be pr9yided for pol~t"<;a trips, . · _ ·: . . ..:.-"-~ 

Advances will not be provided to anyone with an outstanding unaccounted-for 
advance. 
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Advanc;~s_over·$250 require 48-hours notice to White House Administrativ_e Qfike~ 
extension 2500, except in emergencies . · 
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2. ADVANCJ:S-~TO BE REPAID FROM SALARY AFTER 15 DAYS 

. J~ 

Any travel advance which is not either repaid or accbunted for in full by an expense 
voucher, within 15 days after return, will be repaid by a deduction from the Staff 
member's salary . · · · · 

GO -~ 8:~M~ NT ~TI~ FOR OFFIC~~;T~E~-~Q~.\y ..; , ~" '~::--:.~ . 

Government-issued tickets shall not be requestea or used fbf anything other than 
100% official trip (i.e . , no political or personal travel). The entire cost of an.v 
government-i ssued tickets that end being used for unofficial travel will be considered 
a personal travel advance and treated accQrdipgly ,: ~ 
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IHUIO ~ FIN A1R PASSENGER TICKET AND BAGGAGE CHECK 0,,IQIII 

===,~.~,.~"--'==_EASTE ______ __.c"..c•cc••'--------~~o~,~P~AR~T~, suet~c~01~AC,.~~01110Ns 
COUNT 

NOT TRANSFERABLE 

X/0 

I • 

~U~IV ___ _;,._;;___;~~;_...J. _____ __,'""° c,N ,--AlfUINE------ TICKET NUM ■Ell-rCK 

·" 

,011M HIIIAL NUMlf.11 

007: 444 4 :790 :677 --,--- , 

i ------'-----~-----'---~ 
5 
i 
i 
,e 
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CONDITIONS OF CONTRACT APPLICABLE TO INTERSTATE/OVERSEAS TRANSPORTATION 
The Conditions of Contract provided in this notice govern air transportation between points in the United States (including overseas posses 
sions). If transportation involves a stop in another country, the Conditions of Contract governing international transportation apply. 

1. The rules set forth herein apply for carriage only on Eastern Air Lines, Inc. Carriage and other services performed by Eastern are sub 
Ject to the provisions contained in this ticket, and other Conditions of Contract which are herein incorporated by reference. The ful 
text of those conditions may be inspected at Eastern ticket offices and will be provided free of charge upon passenger request tc 
Eastern. Eastern reserves the right to ehange these conditions without notice. 

2. Eastern acts only as agent when it issues a ticket, checks baggage or arranges for transportation on any other air carrier. Such trans 
portation is subject to the transporting air carrier's Conditions of Contract that are herein incorporated by reference. Those condition 
may include liability limits for personal injury or death and for baggage including fragile or perishable goods and the availability of el( 
cess valuation, claim restrictions including time limits on filing claims or bringing actions, rules on reconfirmation of reservatiom 
check-in times and refusal to carry, carrier's rights and liability limits for delay or failure to perform service including schedule changei 
rerouting and aircraft and airline substitution and carrier's right to change contract terms. The full text of transporting carrier's contrac 
ferms may be inspected at that carrier's airport and city ticket offices where the transporting carrier's tickets are sold and information i 
available upon request on obtaining the full text free of charge at any U.S. location where the transporting carrier's tickets are sold. 

3. Eastern reserves the right to cancel reservation of any passenger who falls to pres11mt himself/herself at the airport departure gat 
at least 10 minutes prior to scheduled departure of the flight on which the reservation was made. 

4. A ticket is valid for transportation for one year from the date on which transportation commences at origin point shown on the ticket, c 
if no portion of the ticket is used, one year from the date the ticket was originally issued. When a ticket includes a special fare with 
validity period shorter than one year, the validity will be gov6rned by the not valid before and after dates shown on the ticket. (Conlin,, 



,-. ----··-- --·- -------= ... ........ .,._ . AIJILINE fOIIM • - _ S~IA~ ~M~~ 

CONDITIONS OF CONTRACT APPLICABLE TO INTERSTATE/OVERSEAS TRANSPORTATION (Cont.) 
· 5. The fare and/or charges applicable to transportation on Eastern is the fare and/or charges in effect on the date ticket is purchased, ex­

cept, if an increase in the fares and/or charges applicable to the transportation covered by the ticket becomes effective after the ticket 
has been issued, no increase will be collected from the passenger, provided the passenger's ticket showed confirmed reservations and 
the passenger makes no change to the initial flight in the itinerary or to the routing of subsequent flights in the itinerary. 

16. Eastern will accept for transportation as baggage such personal property as is necessary or appropriate for the wear, use, comfort or con­
venience of the passenger for the purpose of the trip. Baggage allowance for each ticketed passenger includes one piece of baggage with 
linear dimensions (length plus height plus width) not exceeding 62 inches; plus one piece of baggage with linear dimensions not exceeding 
55 inches plus carry on baggage with total linear dimensions not exceeding 45 inches. No piece is to exceed 70 pounds. Carry on baggage 
must fit beneath a passenger seat or in an approved overhead compartment. Baggage in excess of the free allowance is subject to an addi­
tional charge. Each piece of checked baggage must have passenger's name and address affixed to the outside. 
Liability for loss, delay or damage to baggage is limited to $1,000 for each ticketed passenger. Excess valuation may be declared in ex­
cess of Eastern's maximum liability by payment of an excess valuation charge. Eastern assumes no liability for fragile, perishable or ir­
replaceable articles including, but not limited to jewelry, currency and business documents, unless excess valuation charge has been 
paid. Eastern will not be liable for any consequential damages resulting from any loss of, damage or delay of any property or baggage. 

' A claim for any loss of, or damage, or delay of any property or baggage arising out of or in connection with transportation of, or failure 
to transport any passenger or property or baggage must be presented in writing to an Eastern office within 45 days after alleged occur­
rence of the events giving rise to the claim. No legal action on a claim may be brought more than two years after such alleged occur-
rence. (Contlo,ed) 



CONDITIONS OF CONTRACT APPLICABLE TO INTERSTATE/OVERSEAS TRANSPORTATION (Cont.) 
8. Ea1tern 1hall not be Hable or rt1pon1lble for any fallure or delay In operating any flight according to schedule due to cau111 beyond 111 

control or not cau1td by Its negllgence lncludlng but not llmlted to acts of Qod, governmental action, weather, mechanlcal dlfflcultlt1 
not cau1td by negllgence, strlkt1 or labor dl1put11, clvll commotions or hazards or dangers Incident to the 1tate of war. 

9. Fllght tlmt1 shown In tlmetable or el1twhere are not guaranteed and form no part of this contract. Ea1tern may alter or omit ,topping 
plact1 shown on the ticket In c11e of nece11lty. Schedult1 are aublect to change and aircraft 1ubstltutlon1 may be made without 
notice. E11tern a11umt1 no r11ponslblllty for making connections and rt1ervt1 the right to provide rerouting via n, own or other air• 
llnt1. 

10. If a passenger fails to present himself for an Eastern flight on which space has been reserved for him, Eastern may cancel all reservations 
held by such passenger on ongoing Eastern flights. 

11. E11tern wlll refu1t to transport or wlll remove a pa11enger for any of the reasons aet forth In tht1e Conditions of Contract lncludlng: 
a. When necessary due to weather or other conditions beyond E11tern's control. 
b. Who falls to comply with Federal Regulatlons on the carriage on his/her person or property of, deadly weapons or substanct1. 
c. Who refuses to produce positive Identification upon request. 
d. Whose conduct Is abusive or disorderly, or who appears to be Intoxicated or under Influence of drugs, who Interferes with the per• 

formance of flight crew in pursuit of duties or otherwise Jeopardizes the safe operation of the flight. 
e. Whose conduct, age, mental or physical condition renders passengers incapable of caring for own needs In flight without as1lst­

ance. 

EASTERN AIR LINES, INC., Miami International Airport, Miami, Florida 33148 

, ) 



PASSENGER I • • ·, 

INFORMATION 
'"f.. 

"· • Please plan to arrive at · the gate at 
least 15 minutes before departure 
time otherwise we cannot guarantee 
your seat selection. 

Thank you for flying Eastern. T 

AIIG72240 0PM52 REV.e,a I i -i 

9 EASTERN 
PUASE DO NOT CHANGE SEATS WITHOUT 
CONSULTING YOUR FLIGHT ATT£NDANT. VA­
CAIT SEATS IIAY ALREADY BE ASSIGNED TO 
PASSD8EIIS IOAROING AT THE NEXT CITY. 

CABIN SEAT/ASIENTO 1 

' DESTINATION 

~ ' . ' ' ' 
NAME/NOMBRE 

1 

v 

.. 



FOR RESERVATIONS OR FLIGHT INFORMATION CALL ANY 
EASTERN AIRLINES,.OFFICE 

U.S. CITIES NOTLISTED CALL 1-800-EASTERN 
TELEPHONE UNITEDSTATES TELEPHONE 

GENERAL PASSENGER INFORMATION 
BAGGAGE CHECKING TIPS In order to serve you better. 
• PLEASE INCLUDE YOUR NAME, ADDRESS AND TELEPHONE NUMBER ON 

BOTH THE INSIDE AND OUTSIDE OF YOUR BAGGAGE. 
• DON'T PLACE JEWELRY, MONEY, IMPORTANT MEDICINE, ONE OF A KIND 

DOCUMENTS OR FRAGILE ITEMS SUCH AS CAMERAS OR RADIOS IN CHECKED 
BAGGAGE. 

BAGGAGE: Eastern wi ll carry free , three (3) bags having linear dimensions no 
greater than 62", 55" and 45" . The 45 inch bag {length plus width plus height) 
may be carried aboard the aircraft provided that the height does not exceed 7 
inches. No bag can exceed ·70 lbs. Exception: For international travel and to/from 
the U.S. and Canada to Antigua, Aruba, Barbados, Curacao, Martinique, St. Croix, 
St. Lucia, St. Maarten, St . Thomas and Trinidad , the 3rd piece of baggage (not to 
exceed 45" and 7" in height) must be carried aboard the aircraft. For more 
· rmation on baggage restrictions to and from Central and South America , 
please ur travel consultant or Eastern . 
RECOMMENDED AIRPll~CHECK-IN TIME BEFORE SCHEDULED DEPARTURES: 
For Domestic Flights: - At least 4lllninutes. 
For International Flights: · - _ 
- At least 40 miQ1Jtes to/from the U.S. and Canada, Puerto 'Rico, Vir_girl Islands 

and to the Baha1nas or Bermuda from the U.S. - , 
- At least 60 minutes to/from the U.S. and Mexico, Central and South America, 

and points in the Caribbean . 
Cancellation of Reservations: 
Eastern reserves the right to cancel the reservations of any passenger who fails to 
present himself at the airport loading gate at least: 
- 10 minutes prior to the scheduled departure time for any flight departing the 

U.S. (Including Puerto Rico and the U.S. Virgin Islands.) 
- 20 minutes prior to the scheduled departure time for any flight departing from an 

international point outside the U.S. 
Such cancellation will cause any passenger to be ineligible for denied boarding 
compensation . 
Reconfirmation of Reservations: 
When your reservations include a stopover in PANAMA or SOUTH AMERICA of 
more than 72 hours, it is necessary to reconfirm your continuing or return 
reservation(s) on your EASTERN flight(s) . lo do so, simply advise EASTERN at 
each such stopover point, of your intention to use your reservation(s) . You may do 
this by telephone or at an EASTERN ticket counter upon your arrival. Failure to 
reconfirm at least 72 hours prior to the scheduled departure of your flight will 
subject your reservation(s) to cancella\ion. 
For reconfirmation requirements on another airline's flight(s) , consult those 
airlines directly. 

NOTICE - OVERBOOKING OF FLIGHTS 
Airline flights may be overbooked, and there is a 
slight chance that a seat will not be available on a 
flight for which a person has a confirmed reserva­
tion. If the flight is overbooked, no one will be 
denied a seat until airline personnel first ask for 
volunteers willing to give up their reservation in 
exchange for a payment of the airline's choosing. If 
there are not enough volunteers.the airline will deny 
boarding to other persons in accordance with its 
particular boarding priority. With few exceptions, 
persons denied boarding involuntarily are entitled to 
compensation. The complete rules for the payment 
of compensation and each airline's boarding priori­
ties are available at all airport ticket counters and 
boarding locations. 
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';1tte 
DO YOU READ 

The Best Selling* 
Business Magazine? 
•outsells Fortune, Forbes, Business Week, Inc., Venture, Success and all 
others in Its category on the newsstand even though Its price is higher. 

1-----------------------------------
lllT.BIP!ENEUft 
THE REASON: More 
people buy Entrepreneur 
because for over 10 years it 
has accurately predicted 
every entrepreneurial trend 
(yes, we said every and we 
can prove it) six months to 
three years ahead of all other 
publications. And provided 
intimate details on how you 
can profit from these trends. 

IF: You are an entrepreneur, an investor or simply 
looking for the hottest new business opportunities, 
tear off this postage-free card and mail it today for a 
free sample copy of Entrepreneur. 
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MEMORANDUM TO: 

FROM: 

SUBJECT: 

THE WHITE HOUSE 

WASHINGTON 

September 20, 1983 

FAITH RYAN WHITTLESEY 

Morton c. Bl.ackwell ·!!3 
Trip to Miami 

I have been invited to attend the ceremonies relating 
to the premiere of a new motion picture, "Las·t Plane Out." 

The proceeds from the premiere will go to the Salva­
doran-American Foundation. The Master of Ceremonies for the 
event will be the son of Vice President Bush. 

My air fare and over night expenses would be covered 
by the Council on National Policy, a 50l(c) (3) organization 
which is working with the Salvadoran-American Foundation .. 

The "Last Plane Out" is a feature film about the 
Sandinista revolution in Nicaragua. Attendees at the premiere 
will largely be anti-co:rnrnunist refugees from Cuba and Central 
America. 

I would leave at 1:00 p.m. on Thursday, September 22nd 
and arrive back in Washington at 10:15 a.m. on Friday 
morning . 

Ma y I attend t hi s function? 
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ITINERARY FOR MORTON C 
BLACKWELL 

TUESDAY, SEPTEMBER 26, 1983: 
DEP: Washington (Nati ,nal) 

8:30 a.rn . 
*USAIR, Flt #147 

:;:; ~ ARR: 
~ 

LouisviUe, 
9:5 7 a.rn. 

KY 
r--1 

'"Cl Cd 
s:: i:: 
cd 0 

•r-1 
'"Cl .µ 
•r-1 cd 
cd z 
0. 
(1) s:: 
I-< 0 

(You will be met at the 
airport and taken to your 
hotel) 

o. t'o 6AUL'f MOtJ~E (502) 589 5..200 
(1) s:: 
I-< •ri 

ro ~ Banquet will be held at: 
i,: Executive Inn West, 
~.µQueen of Scotts Room 
-~ Cd (502) 367-2251 .µ I-< 

(1) 

~~Convention will 

R..wt. 8'12 

be at: 

.. ,,.,.:! •• ;., .. .,. ,r 

1. 

{' 

I 

.;?. g Louisville Fair and Convention 
• u Center (502) 366-9592 

OVER FOR RETURN 
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THE WH ITE HOUSE 

WASHINGTON 

Your signed travel authorization 
form is attached. 

The original is to be attached 
to your travel voucher when it 
is submitted for payment. In 
addition, there is a copy for you 
and your office respectively. 

~ f,,,(f)ll/. . 
~_/4ta) 

ADMINISTRATIVE OFFICE 



THE WHITE HOUSE OFFICE 
OFFICIAL TRAVEL AUTHORIZATION No. 2704 

(TRAVELER TO COMPLETE SECTIONS 1-8.) Dateof Request September 26, )983 

l. TRAVELER 

Name: Morton C. Blackwell 

Extension: 2._,6,_,5:.__7,___ ___ _ Room: 

J 

191 

~ White House Staff 

□ Other 

2. PURPOSE(S) and DATE(S): To be key-note speaker at the Annual General 
Conference of the United Pentacostal Church International to 
be held in Louisville. Kentucky September 27. 28. 1983 

3. ITINERARY Washington, -D. C, to Louisville, Kentucky and return 
(List all cities where stopover occurs.) 

4. DEPARTURE: RETURN: 

Date: _ _ T_u_e_s_d_a ..... y..__._, _ S_e_..p_t-'-e-'--mb---'e_r_ 2--'-7..L',_ lc....c9_8.c.....c...3 _ _ --'- Date: Wednesday, September 28, 1983 

Time: __ 8~:-3~0~ a~. ID~-------------- Time: 11: 45 a.m. 

Mode: USAIR #147 Mode: Piedmont # 2 41 

5. NATURE: [x l OOOJo Official □ lOOOJo Political 

6. 

~-_=-.a..-~&<r-
Approving Officer )> 

7. 

(Special Assistant to the President for Admm1s(©on) ..,. .. _._ -. 
ESTIMATED COSTS: SPECIAL EXPENSES: ~~ 

(/, 
C,,') - -1 ~ There will be no cost to the 

No. of Days Per Diemgovernment as all mcpenses D 
rr, ~~·'?-=-

Registration Fee of $, ___ -=---o~ _ ____:;, ____ _ 
N 
O'\ will be paid by the United 

Pentacostal Church D Hotel Name Commercial Car Rental 

=: :-r, 

International 
Hotel Daily Rate $, ______________ _ □ Excess Baggage 

Other ___________________ _ □ Other 

8. TRAVEL ADVANCE REQUESTED: □ YES ill No Amount:$ ____ ___ _ 

Signature of Recipient: ____________________ _ Date: _______ _ 

REPAID: Amount ___ _ Date ___ _ Schedule ___ _ Balance this trip ____ _ 

9. FOR TRANSPORTATION OFFICE USE ONLY: 

GTR No. _____________ ___ _ Amount $, _____________ _ 

//3 (8 / 13/ 81) 

ORIGINAL (Return with Voucher) 

,, 
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• J. .,a . c'.: C 2. \:. • 

THIS APPROVAL IS SUBJECT TO ALL 
APPLICABLE G,OrERNMENT LAWS AND REGUI;:ATlONS~ .. 

AS WELL AS THE FOLLOWING ADMINISTRATIVE POLICIES 
RELATING TO TRAVEL ADVANCES 

AND GOVERNMENT-ISSUED TICKETS 

) r 5 

~- l 

- : - .. -_ .., . . '_,: _.~ .. -T '.l - ,1;~;;,, 
- . . . - .... , - -~·:. - •• :-' - - ·• .. J : : : . 

. . 
- - - "' ,.._ --- J ;.- -

1. ADY ANC_ES FOR OFFICI;\_L TRAVEL ONLY 

Cash travel .advances will -not be. provic;led -fdr political -trjps_,__. · ::.. . :• 

Advances will not be provided to anyone with an outstanding unaccounted-for 
advance. <• 

Advam:es over -$250 require 48-hours notice to· White_Hcmse Adtl}i-11.istrative Office, _ .. · £ 

extension 2500, except in emergencies. 

2. j \DVANCES TO BE-REPAID FROM SALARY A__FTER 15 DAYS: .. 

Any travel advance which is not either repaid or accounted for in full by an expense 
voucher, within 15 days after return, will be repaid by a deduction from the Staff 
member's salary. · •-.. 

. . 
3 . .- . . ~OVE_RN~_ENT Ti(:KETS FOR OFFICIAL TRAVEL ONLY (. 

- Go~ernment-issued tickets shall not be requested or used for anything other than 
• 100% official trip (i.e., no political or personal travel). The entire cost of any 
5 government-issued tickets that end being used for unofficial travel will be considered 

a personal travel advance and treated accordingly. 
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THE WHITE HOUSE OFFICE 
OFFICIAL TRAVEL AUTHORIZATION No. 270 4 

(TRAVELER TO COMPLETE SECTIONS 1-8.) 

l. TRAVELER 

Date of Request S•pt..t>ar 2i, Uil 

Name: 

Extension: -2-6_;;,'--"1'-----

2. 

Room: 191 

CX White House Staff 

□ Other 

3. ITINERARY Wa•b1ngtan, o.c, to tcmiaville, Xentuctcy and return 
(List all cities where stopover occurs.) 

4. DEPARTURE: RETURN: 

Time:_-11i..__;..,,._)~Q,......... • .,,Hill.111tw-------------­ Time: J.la tS a.a. 

Mode: USAnl t1•1 Mode: Piedaea~ t241 

5. NATURE: 0. l OOOJo Official □ lOOOJo Political 

6. SIGNATURES: ' 

Traveler: 
(I have read and agree to the terms set forth on 

3 

Department Head 
~--~--~g-~ 

Approving Officer 
(Special Assistant to the President for Administra.!¥Jn) 

7. ESTIMATED COSTS: SPECIAL EXPENSES: 

Commercial Car Rental 

□ Excess Baggage 

Other __________________ _ □ Other 

8. TRAVEL ADVANCE REQUESTED: □ YES ~No Amount:$ _______ _ 

Signature of Recipient: ___________________ _ Date: _______ _ 

REPAID: Amount ___ _ Date ___ _ Schedule ___ _ Balance this trip ____ _ 

9. FOR TRANSPORTATION OFFICE USE ONLY: 

GTR No. _______________ _ Amount $ ____________ _ 

I (8/ 13/ 81) 

ORIGINATING OFFICE COPY 



THIS APPROVAL IS SUBJECT TO ALL 
APPLICABLE GOVERNMENT LAWS AND REGULA TIO_NS, 

AS WELL AS THE FOLLOWING ADMINISTRATIVE POLICIES 
RELATING TO TRAVEL ADVANCES 

AND GOVERNMENT-ISSUED TICKETS 

1. ADVANCES FOR OFFICIAL TRAVEL ONLY_ 

Cash travel advances wiH not- be provided for political trips . . 

Advances will not be provided to anyone with an outstanding unaccounted-for 
advance. 

Advances -over $250 require 48-hours notice to White House Administrativ.e Office, 
extension 2500, except in emergencies. · 

2. ADVANCES. TO BE REP AID FROM SALARY AFTER 15 DAYS 

Any travel advance which is not either repaid or accounted for in full by an expense 
voucher, within 15 days after return, will be repaid by a deduction from the Staff 
member's salary. 

3. GOVERNMENT TICKETS FOR OFFICIAL TRAVEL ONLY 

Government-issued tickets shall not be requested or used for anything other than 
100% official trip (i.e., no political or personal travel). The entire cost of any 
government-issued tickets that end being used for unofficial travel will be considered 
a personal travel advance and treated accordingly. 



THE WHITE HOUSE OFFICE 
OFFICIAL TRAVEL AUTHORIZATION No. 2704 

(TRAVELER TO COMPLETE SECTIONS 1-8.) Date of Request Sep.~er, 2i, 1Jtl3 

1. TRAVELER 

Name: Mortoacc. :aJack:well 

Extension: ,.,2,ilili!,.;,,5....,7~. ___ _ _Room: 

5t White House Staff 

D Other 

2. PURPOSE(S) and DATE(S):_..,. ___ A!llil.i,c:::"'-Moo~-~..,li,9,j...--<1.__~----NM¥-a,1,-~,lil<il!,li,-II._._----

Co f ranee £ the OnJ.t ta tal Ch Ilit.e:rnat4tDaal. to 
be b•l.d. 11' ~•Yillo, lteAtueky Septa~r 27, la, 173,3, 

3. ITINERARY Watlb1nqton, u .. c, to Loui•ville, Jantucky: a:t:ad return 
(List all cities where stopover occurs.) 

4. DEPARTURE: RETURN: 

Date: --'tu441'9 .... ~~a!l!'lay~. F-,,__s-a~p .... tem .... M· a.b ... e!IF'r-.-2 .... 1,__,, ........... l.1.;9 ..... 8 .... J ... __ _ 

Time=--~;.J-.11lt°>---1)l..,J1Hiil. ....... ------------­ Time: llJ 45 Adh 

Mode: USA11t 1147 

5. NATURE: [3c I 00% Official 

Mode: Pie~ 1241 

□ 100% Political 

6. SIGNATURES: 

Traveler: 
(I have read and agree to the terms set forth on the reverse side) . / ,£ 

l"' ,,, r"/ , , 

/ >U~;, .. 
Department Head Approving Officer 

(Sp:cial Assistant to the President for Administration) 

,, 
7. ESTIMATED COSTS: SPECIAL EXPENSES: 

~mmimiei£air7ilX-ii.i~i.ruia~ Registration Fee of $ ___ -i=-----
~ . 

□ Commercial Car Rental 

□ Excess Baggage 

Other __________________ _ □ Other 

8. TRAVEL ADVANCE REQUESTED: □ YES ~No Amount: $. _______ _ 

Signature of Recipient: ___________________ _ Date: _______ _ 

REPAID: Amount ___ _ Date ___ _ Schedule ___ _ Balance this trip ____ _ 

9. FOR TRANSPORTATION OFFICE USE ONLY: 

GTR No. ________________ _ Amount $ ____________ _ 

(8/ 13/ 81) 

TRAVELER'S COPY 
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THIS APPROVAL IS SUBJECT TO ALL 
APPLICABLE GOVERNMENT LAWS AND REGULATIONS, 

J. - ~ - - • - • - • .• 

AS WELL AS THE FOLLOWING ADMINISTRATIVE POLICIES 
RELATING TO TRAVEL ADVANCES • ,,,-. "'jl 

AND GOVERNMENT-ISSUED TICKETS 
J 

A_DV ANCES FOR OFFICIAL TRA V_EL ONLY _ 

Cash travel _<ldva.n~~s will nQ.t _be provided for political trips. 

Advances will not be provided to anyone with an outstanding unaccounted-for 
advance. · .. 'i( 

.· -~ Advances over $250 r~quire 4.8-hour.s notice to WJ:iite_ ljou~e A,d,ministratiye Office, _ :iJ 

extension· 2500, except in emergencies. 
· ,mi.,. 

2. ADV A~CES TO BE REPAID FROM SALARY AFTER 15 DAYS 

Any travel advance which is not either repaid or accounted for in full by an expense r ., 
voucher, within 15 days after return, will be repaid by a deduction from the Staff 

, • I member's salary. 

3. GOVERNMENT TICKETS FOR OFFICIAL TRAVEL ONLY 

Governm·ent-issued tickets shall not be requested or used for anything other than 
100% official trip (i .e., no political or personal travel). The entire cost of any 
government-issued tickets that end being used for unofficial travel will be considered 
a personal travel advance and treated accordingly. 
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NOTICE OF INCORPORATED TERMS 
Effective January 1, 1983, this notice becomes part of the conditions of contract between the airl ine and the passenger. If there is any inconsis­

tency between the incorporated terms described below and the terms and conditions in the passenger's ticket, these incorporated terms govern. 
Air transportation to be provided between points in the U.S. (including its overseas territories) is subject to the individual terms of the transporting 

air carriers, which are herein incorporated by reference and made part of the contract of carriage. Foreign air transportation is governed by applicable 
tariffs on file with the U.S. and other governments. 

Incorporated terms may include, but are not restricted to: 
1. Limits on liability for personal injury or death. 
2. Limits on liability for baggage, including fragile or perishable goods, and availability of excess valuation coverage. 
3. Claims restrictions, including time periods within which a passenger must file a claim or bring an action against the air carrier. 
4. Rights of the air carrier to change terms of the contract. 
5. Rules on reconfirmation of reservations, check-in times, and refusal to carry. 
6. Rights of the air carrier and limits on liability for delay or failure to perform service, including schedule changes, substitution of alternate air car­

riers or aircraft and rerouting. 
You can obtain additional information on items 1 through 6 above at any U.S. location where the transporting carrier's tickets are sold. 
You have the right to inspect the full text of each transporting air carrier's terms of transportation at its airport and city ticket offices. You also 

have the right, upon request, to receive free of charge the full text of the applicable terms incorporated by reference from each of the transporting air 
carriers. Information on ordering the full text of each air carrier's rules is available at any U.S. location where the air carrier's tickets are sold. 

I 
1
: FARES NOTICE 

-
The fares for transportation hereunder are subject to change from time to time and the passenger may, under circumstances described in the transport­

ing airline's terms of transportation, be responsible for any increase in such fares. In addition, some airlines may prohibit or limit any refund of the fares paid 
for transportation or impose monetary penalties on passengers under circumstances described in the transporting airline's terms of transportation. 



SENGERS ON LIMITATION OF LIABILITY 
other than the cou of ori · n are advised -that the 

wholly between U.S. points, to $750 per passenger 
f valuable articles. Special rules may apply to valua 
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NOTICE 
If the passenger's Journey Involves an ultimate destination or stop In a country other than the country of departure the Warsaw Conven-

:~:pe~:V o~o=P~~:~e :Sn!:: ;::::~;:. g;:rna~~n~~;c:':a~.:~.:::. t~~ ::t::t1:~::::.:.~~ ~m::,na!, lnl::.~n:;.~ In _, 
CONDITIONS OF CONTRACT 

1. As used in this contract "ticket" means this passenger ticket and baggage check, of 
which these conditions and the notices form part, "carriage" is equivalent to "transporta­
tion", "carrier" means all air carriers that carry or undertake to carry the passenger or his 
baggage hereunder or perform any other service incidental to such air carriage, "WARSAW 
CONVENTION" means the Convention for the Unification of Certain Rules Relating to 
International Carriage by Air signed at Warsaw, 12th October 1929, or that Convention as 
amended at The Hague, 28th September 1955, whichever may be applicable. 

2. Carriage hereunder 11 1ubject to the rules and llmltatlons relating to Jlabllity estab­
lished by the War■aw Convention unless such carriage 11 not "International carriage" as 
defined by that Convention. 

3. To the extent not in conflict with the foregoing carriage and other services performed 
by each carrier are subject to: (I) provisions contained in this ticket, (II) applicable tariffs, 
(Ill) carrisr's conditions of carriage and related regulations which are made part hereof (and 
are available on application at the offices of carrier), except in transportation between a 
place in the United States or Canada and any place oulside thereof to which tariffs in force 
in those countries apply. 

4. Carrier's name may be abbreviated in the ticket, the full name and its abbreviation be­
ing set forth in carrier's tariffs, conditions of carriage, regulations or timetables; carrier's 
address shall be the airport of departure shown opposite the first abbreviation of carrier's 
name in the ticket; the agreed stopping places are those places set forth in this ticket or as 
shown in carrier's timetables as scheduled stopping places on the passenger's route; car­
riage to be performed hereunder by several successive carriers is regarded as a single 
operation. 

6. Any exclusion or limitation of liability of carrier shall apply to and be for the benefit of 
agents, servants and representatives of carrier and any person whose aircraft is used by car-
rier for carriage and Its agents, servants and representatives. ~ 

7. Checked baggage will be delivered to bearer of the baggage check. In case of dam-~ 
age to baggage moving in international transportation complaint must be made in writing Ill 
to carrier forthwith after discovery of damage and, at the latest, within 7 days from receipt; f 
in case of delay, complaint must be made within 21 days from date the baggage was deliv­
ered. See tariffs or conditions of carriage regarding non-international transportation. 

8. This ticket Is good for carriage for one year from date of issue, except as otherwise 
provided in this ticket, in carrier's tariffs, conditions of carriage, or related regulations. The 
fare for carriage hereunder is subject to change prior to commencement of carriage. Carrier 
may refuse transportation if the applicable fare has not been paid. 

9. Carrier undertakes to use its best efforts to carry the passenger and baggage with 
reasonable dispatch. Times shown in timetable or elsewhere are not guaranteed and form 
no part of this contract. Carrier may without notice substitute alternate carriers or aircraft, 
and may alter or omit stopping places shown on the ticket in case of necessity. Schedules 
are subject to change without notice. Carrier assumes no responsibility for making con­
nections. 

1 o. Passenger shall comply with Government travel requirements, present exit, entry and 
other required documents and arrive at airport by time fixed by carrier or, if no time is fixed, 
early enough to complete departure procedures. 

5. An air carrier issuing a ticket for carriage over the fines of another air carrier does so 11. No agent, servant or representative of carrier has authority to alter, modify or waive 
only as its agent. any provision of this contract. 

CARRIER RESERVES THE RIGHT TO REFUSE CARRIAGE TO ANY PERSON WHO HAS ACQUIRED A TICKET IN VIOLATION OF APPLICABLE LAW OR CARRIER'S TARIFFS, RULES DR REGULATIONS 
ISSUED BY USAlr, Inc. SUBJECT TO TARIFF REGULATIONS 

<) 

J 
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THE WHIT E H O USE 

WASHI N GT O N 

September 26 , 1983 

MEMORANDUM TO: ·FAITH RYAN WHITTLESEY 

FROM.: Morton C. Blackwell 

SUBJECT: Invitation to Speak 

I have been invited to address the Annual General 
Conference of the United Pentacostal Church International 
on Tuesday, September 27, in Louisville, Kentucky . 

. In order to arrive on time to give the key-note address 
at the opening banquet, it will be necessary for me to 
·leave Washington, D.C. at 8:30 a.m. tomorrow morning. ·The 
banquet will be at 3:30 p.m., a most unusual time for a 
banquet, however, their Evening Prayer Services will begin 
at 7:00 p.m. and the banquet is set to accommodate those 
services. 

I am scheduled to return on Wednesday morning at 11:45 a.m. 
and would be here in time for the Wednesday Outreach meeting. 

I realize this is veri short 'notice, but I hope you 
will allow me to accommodate this request •. · 

Attached is a travel authorization for your convenience. 

MCB:jet 

1 Attachment a/s 



COUNCIL FOR NATIONAL POLICY 

OFFICE OF THE EXECUTIVE DIRECTOR 

Honorable Morton Blackwell 
Special Assistant to the President 
The White House, Room 191 
Washington, D. C. 20500 

Dear Morton: 

August 29, 1983 

We are sorry you are unable to attend the Board of Governors meeting at The 
Homestead in Hot Springs, Virginia. Diane and I will really miss seeing you. There has 
been a lot of excitement generated about this meeting, resulting in a projected 
attendance of over 250. The schedule will be as follows: 

Friday, September 9, 1983 

12:30 to 2:00 p.m. 

2:00 to 5:00 p.m. 

6 to 10 p.m. 

Registration 

Working Session on Media Acquisition 

Reception and dinner 

Saturday, September 10, 1983 

8:45 a.m. to 2:00 p.m. Working session on Central America 

6:00 to 10:00 p.m. Reception and Annual Awards Banquet 

Crystal Room 

Empire Room 

Crystal Room 

Empire Room 

Georgian Room 

Many outstanding speakers will be with us, including Secretary of the Navy John 
Lehman; Senator Jesse Helms (R-North Carolina); Ambassador Langhorn Motley, Assistant 
Secretary of State for Inter-American Affairs; Mr. Jeremias Chitunda, Foreign Minister 
for UNITA, the pro-Western forces fighting the Communists in Angola, and several 
others, whose names I cannot reveal in advance, who should be of ~ interest. 

Morton if our lans chan e and ou find ourself able to attend the meetin 
please contact us immediately, so that we can make reservations or you, i space is 
still available. As always, please keep in mind that the times and places of Council 
meetings, as well as the names of speakers, are confidential and should not be discussed 
with persons outside the Council for National Policy. 

If I can be of assistance in any way, please call me at (504) 381-9271. I will be 
in transit to The Homestead on Wednesday, September 7. With kind regards, I remain 

Sincerely, 

P. S. If possible, please make plans now to attend the next Board meeting, which will 
be held January 27-28, 1984, at the beautiful Camelback Inn in Scottsdale, Arizona. 

732 NORTH BOULEVARD • BATON ROUGE, LOUISIANA 70802 • (504) 381 - 9271 



THE WHITE HOUSE 

WASHINGTON 

November 3, 1983 

MEMORANDUM TO: FAITH WHITTLESEY 

THROUGH: Jack Courtemanche 

FROM: Morton C. Blackwell~ 

SUBJECT: 1984 Vacation 

If you approve, I will take my family on vacation this month, 
leaving on Sunday, November 20, and returning the evening 
of Tuesday, November 29. 

We plan to fly to Mexico, whether or not we can arrange for 
turkey for Thanksgiving dinner there. Since my wife is the 
Arlington County GOP chairman, her push for the 1983 Virginia 
elections will be over. The Congress is now scheduled to 
adjourn this session on November 18th. 

MCB: jet 
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Aru Code Extension 
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CALLED 10 SEE YOU WILL CALL AGAIN 

WANTS 10 SEE YOU URGENT 
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CALIFORNIA REPUBLICAN 

YOUTH CAUCUS · 
November 16, 1983 

The California Republican Youth Caucus, both factions of the 
California Young Republicans, California College Republicans, 
Youth division of the California Republican Assembly and the Cal­
ifornia Young Americans for Freedom are sponcering the California 
Republican Management Schools. In a telephone conversation with 
Morton Blackwell we disscussed his teaching at this school on 
December JO, 1983. We kindly request his attandence at this most 
important unification effort. 

;f 

c_ 

\ 

P.O. BOX 1871 BAKERSFIELD, CA 93303 805- 366-8217 

\ 



THE WHITE HOUSE 

WASHINGTON 

December 12, 1983 

MEMORANDUM TO: MARGARET D. TUTWILER 

FROM: Morton c. Blackwe11 ·)j!J 
SUBJECT: Invitation to Speak to California Youth 

Caucus 

This is to confirm our conversation of mid-November regard­
ing my invitation from the California Republican Youth Caucus 
to address their seminar on December 30th. 

You will recall that you called me on this subject after 
hearing from them. You and I agreed that as long as this 
group would pay my expenses this would be approved by your 
office. 

All arrangements have been made and they are paying my 
expenses. 

Jack Courtemanche suggests that we regularize the approval 
process, so we would have a record on file. Just a copy 
of your "O.K." and initials on a comeback copy of this 
memorandum would suffice. 

Thank you for your assistance. 

MCB:jet 

cc; Jack Courtemanche 
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MEMORANDUM TO: 

THROUGH: 

FROM: 

SUBJECT: 

THE WHITE HOUSE 

WASHINGTON 

December 8, 1983 

FAITH WHITTLESEY 

Jack Courtemanche 

Morton C. Blackwell ~ 
Speaking Invitation 

The California Republican Youth Caucus, which consists 
of the California Young Republicans and College Republicans, 
and the California Young Americans for Freedom, are sponsoring 
an event called the Republican· Management ·School. They have 
asked me to speak at that school on December 30, 1983, and 
have offered to pay my expenses. 

They contacted Margaret· Tutwiler and she gave approval 
conditional on their covering the costs involved. I hope 
you will allow me to accept the invitation. 

The event is to be held in Bakersfield, California, and 
they have made travel arrangements that have me leaving 
Washington in the late afternoon on December 29 and returning 
about 11 p.m.· on December 30. 



WITHDRAWAL SHEET 
Ronald Reagan Library 

Collection Name Withdrawer 

BLACKWELL, MORTON: FILES RB 3/21/2011 
w 

File Folder FOIA 

BLACKWELL TRAVEL (5) F06-0055/07 
POTTER, CLAIRE 

Box Number 

2 6 

DOC Document Type No of Doc Date Restric-

NO Document Description pages tions 

1 FORM 1 1/4/1984 B6 

RE. TRAVEL VOUCHER [PARTIAL] 

Freedom of Information Act - (5 U.S.C. 552(b)] 

B-1 National security classified information [(b)(1) of the FOIA] 
B-2 Release would disclose internal personnel rules and practices of an agency ((b)(2) of the FOIA] 
B-3 Release would violate a Federal statute [(b)(3) of the FOIA] 
B-4 Release would disclose trade secrets or confidential or financial information [(b)(4) of the FOIA] 
B-6 Release would constitute a clearly unwarranted invasion of personal privacy [(b)(6) of the FOIA] 
B-7 Release would disclose information compiled for law enforcement purposes [(b)(7) of the FOIA] 
B-8 Release would disclose information concerning the regulation of financial institutions [(b)(8) of the FOIA] 
B-9 Release would disclose geological or geophysical information concerning wells [(b)(9) of the FOIA] 

C. Closed in accordance with restrictions contained in donor's deed of gift. 
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6. PERIOD OF TRAVEL 

a . FROM b . TO - BLACKWELL, Mort on C. 
"' 11/11/83 11/12/83 ... 
> 
< C . MAIL ING ADDRESS flnclude ZIP Code) d. OFFICE TELEPHONE NO . 7. TRAVEL AUTHORIZATION 
!:. 'Office of Public Liaison a. NUMBER($) b . DATE($) 
a: 
l&I Suite #191-0EOB 456-2657 -' 2708 11/10/83 l&I WasliinQ'ton. D.C. 20500 > < e. PRESENT DUTY STATION f . RESIDENCE (Ci ty and State) a: 
~ 

Washington, D.C. Arlington, Virginia 10. CHECK NO. 

8. TRAVEL ADVANCE 9. CASH PAYMENT RECEIPT 11. PAID BY .. Ouutandi_ng lJnnA : .. DATE RECEIVED b. AMOUNT RECEIVED 

b . Amount to be appHed 
. $ 
I 

Amount due Government 
. 

c. PAYEE'S SIGNATURE ~ c. 
I 

(Attached: □ Check □ Clish) . . 
D , Balance outstand ing ' 
12. GOVERNMENT I hereby assign to the United States any right I may have against any parties in connection w i th reimbursable ► Traveler', Initials 

TRANSPORTATION 
REQUESTS, OR transportation charges described tielow, purchased under cash payment procedures (FPMR 101 · 7) 

TRANSPORTATION MUUII:, POINTS OF TRAVEL TfCKETS~t PUA· AGENT'S CAR· CLASSOF CHASED 1TH CASH 
(List by num~r below VALUATION RIER SERVICE DATE 
and attach passenger OF TICKET 

(Initials) 
AND.ACCOM· ISSUED FROM TO 

coupon; i f cash is used MODATIONS 
show claim on reverse (a) (b) (c) (d) (e) ff) 
side.) 

None Issued $58.50 AMTRA ~ Coach 11/11/83 Washington, D.C. Philadelphia, Pa. 
Philadelphia, Pa. Media, Pa. 

H/11/83 Media, Pa. Philadelphia, Pa. 
Philadelphia, Pa. Washington, D.C. 

NOTE: Train fro n Media, Pe ~nsylv mia to P lliladelphia was delayed by 35 m nutes; therefore, 
passenger inissed his conne ·ting tra n in Philad elphia to Washingto 1 and had to 
remain ov ernight. Fllre li ,ted abov , is total r bund trip to includ ~ the commuter 
train fro n Philadelp Ilia to Media an ~ return. Passenger lost ticke stubs. 

13. I cert ify that thi~ voucher .is true and correct to the best of my knowledge and belief , .and that payment or credit has not been I 
received by me. When applicable, per diem claimed is based on the average cost of lodging incurred du[ing the per iod covered by I 
this voucher . I 

TRAVELER► c1d . '4, /4"'C-'6') !DATE 1/4/84 AMOUNT 127 125 SIGN HERE J...- ~~~ CLAIMED► $ I 

NOTE: Falsi fication oVan item -in an expense account works a forfeitun of claim (28 U.S.C. 2514) and may result in a fine of not more 
than $10,()()0 or impri1onment for not more than 5 years or both (18 U.S.C. 287; i.d. 1001). 

14. This voucher is approved. Long distance telephone calls, if any. are certified as 17. FOR FINANCE OFFICE USE ONLY I 
necessary in the interest of the Government . (NOTE: If long di1tance telephone calls COMPUTATION I 
an included, the approt1ing official must have bHn authorized in writing by .the $ I 
hHd of the department or agency to so certify (31 U.S. C. 680a).) ' .. DIFFER· 

ENCES, I 
IF ANY 

APPROVING IDATE 
(E:J'.lain I 

OFFICIAL an show 

SIC:.NHERE ► amount) 
I 

16. LAST PRECEDING VOUCHER PAID UNDER SAME TRAVEL AUTHORIZATION b . TOTAL VERIFIED CORRECT FOR I 
a. VC!)UCHER NO . r· 0.0. SYMBOL le. MONTH & CHARGE TO APPROPRIATION I YEAR 

Certifi,.r'" ini•i•r<: $ I 
,v. 1'HIS VOUCHER IS CERTIFIED CORRECT AND PROPER FOR PAYMENT ~- APPLIED TO TRAVEL ADVANCE I 

AUTHORIZED 
(Appropriation symbol) : I 

$ I CERTIFYING I.DATE OFFICIAL 

► 
I 

SIGN HERE 
., ~- NET TO TRAVELER► .$ I 

18. ACCOUNTIN~ CLASSIFICATION 

101~116 STANDARD FORM 1012 (REV.10-nj 
Prescribed by GSA, FPMR (41 CFR) 101- 7 



INSTRUCTIONS TO TRAVELER (Unlisted items are self-explanatory) Complete th is PA GE . 
information • 

SCHEDULE Col. (c) If the voucher includes Com- [ol. /di } 5"ow amo, o, lo<o,,ed lo, mh m,,i. I acl,dlog '" aod ,;p, . aod da, t, •o•al if th is is a -
OF per d iem allowances for plete thru (g) meal cost . continuation OF 

members of employee 's only (h) Show expenses , su ch as : laundry. cleaning and pressing of clothes , t ips t o bellboys, sheet. (" /1 

EXPENSES immediate family, show for porters, etc . (other than fo r meals) . 
TRAVEL AUTHORIZ AT lr"J r • 

members' names, ages, actual 
(i ) Comr,lete for p er diem and actual ex p ense travel. 

#2708, 11 / 10/8 -; AND (j) Show total subsistence expense incurred for actual expense travel . 
and relationship to em - expense (m) Show per d iem amount, limited to maximum rate , or if travel on actual Pxp ense. show 

AMOUNTS ployee and marital status travel the lesser of the amount from col . (j) or maximum rate . - - --
CLAIMED of ch i ldren (unless infor- (n) Show expenses, such as : taxi / limousine fares. air fare (if purchased with cash), local or TRAVELER 'S LAST N M ' 

long distance telephon e calls for Government business . car rental, relocation other than 
mation is shown on the 

subsistence. etc . BLACKWELL 
trave l authorization .) .. 

DATE TIME DESCRIPTION ITEMIZED SUBSISTENCE EXPENSES MIL EAGE AMOUNT CLAIM E D 

19~ 
RATE : --

(Hour (Departure/arrival city, per d iem MEALS MISCEL -
(Z 

and computation, or other explanations LANEOUS TOTAL 
MILEAGE Sl../'BSISTE N C E O TH LP SUBSISTENCE NO_QF 

am/pm) of expense) BREAK · SUBSIS- LODGING 
FAST LUNCH DINNER TOTAL T7NCE EXPENSE MILES 

(a) (b) (c) (d) (e) (f) (g) h) (i) (j) (k) (I) (m) (n / 

11/11 11: 15 '. 5
1

45 
I I 

I 45 I I ' I I I 
Hotel (Penn Centef Inn, I I 5 I 58 186 64 131 I 64 (31 I 

n m Philadelnhia PA I I 
I I I I 

I I I I I I I I -
Telephone Calls (Of fie' al) I I I I I I I 1 I ' I 

I I . I 

1 ,. I I r 

I I I I I I I I I 
AMTRAK & Commuter Train I I I - I I I I . 

I I I I I . ·-
I I I I I I I I I 

' I I ' ' I 

I I I I I 

I I I I I I I I I . I ' -- -· 
I I I I I I l 1 

I I I I I I I I I ' I I I I I I 

I I I I I I 

I I I I I I I I I I 

' I ' I I __ j 
I I I I 

I I I I I I I I I : 

' ' I 
' I I I ' -- --L 

I I I I ' I 

I I I I I I I I I 
' I I ' ' -!- -I I I I ' I 

I I I I I I I I I I 

I I I 
I I I I I I I 

I I I I I I I I I I 
I I I I I I -I I I I 

I I I I I I I I I I 
I I I I I I I I ;;:;-+.-SUBTOTALS ► I Ad I °1; 1 _ ... _,:.. ___ , 

If additional space is required, continue on another SF 1012-A BACK. leaving the front blank. TOTALS ► I (,,1 I ., 1 ) ·-
In compliance with the Privacy Act of 1974, the following information is pro- criminal, or regulatory investigations or prosecut ions. or when pursuant to a 

Enter grand total of colum ns (I ), (,-,, / <' vided : Solicitation of the information on this fo_rm is authorized by 5 U .S.C . requirement by this agency in connection with the hiring or firing of an 
Chap. 57 as implemented by the Federal Travel Regulations (FPMR 101 -7), employee. the issuance of a security clearance, or investigat ions of the per • (n), below and in item 13 on thf' f ro r, · ( 

E .O . 11609 of July 22, 1971, E .b . 11012 of March 27 , 1962, E .O . 9397 of formance of official duty while in Government service. Your Soc ial Security this form. 
November 22 , 1943, and 26 U .S.C . 6011(b) and 6109 . The primary purpose Account Number (SSN) is solic ited under the authority of the Internal 
Of the requested information is to determ ine payment or reimbursement to Revenue Code (26 U .S .C. 6011 (b) and 6109) and E .O . 9397 , November 22, 
eligible individuals for allowable travel and/ or relocat ion expenses incurred 1943, for use as a tax payer and / or employee ident ification number ; disclosure 
under. appropriate administrative autht)rization and to record and maintain is MANDATORY on vouchers claiming travel and/or relocation allowance 

TOTAL costs o\ such reimbursements to the Government. The information will be expense reimbursement which is. or may be, taxable income. Disclosure of 
used by officers and employees who have a need for the information in the vour SSN and other requested information is voluntary in all other instances; AMOUNT $1 27.25 performance of their official duties. The information may be disclosed to however, failure to provide the information (other than SSN) required to 

CLAIMED ► appropriate Federal State local or foreion aaencies when relevant to civil support the claim may result in delav or loss of reimbursement . 

*U.S.GP0:1982-0-361-52617471 
STANDARD FORM 1012 BACK (1 0- 77 



WITHDRAWAL SHEET 
Ronald Reagan Library 

Collection Name Withdrawer 
BLACKWELL, MORTON: FILES RB 3/21/2011 

w 

File Folder FOIA 

BLACKWELL TRAVEL (5) F06-0055/07 
POTTER, CLAIRE 

Box Number 

2 6 

DOC Document Type No of Doc Date Restric-

NO Document Description pages tions 

2 RECEIPT 1 11/11/1983 B6 

RE. PENN CENTER INN [PARTIAL] 

Freedom of Information Act - [5 U.S.C. 552(b)] 

B-1 National security classified information [(b)(1) of the FOIA] 
B-2 Release would disclose internal personnel rules and practices of an agency [(b)(2) of the FOIA] 
B-3 Release would violate a Federal statute [(b)(3) of the FOIA] 
B-4 Release would disclose trade secrets or confidential or financial information [(b)(4) of the FOIA] 
B-6 Release would constitute a clearly unwarranted invasion of personal privacy [(b)(6) of the FOIA] 
B-7 Release would disclose information compiled for law enforcement purposes [(b)(7) of the FOIA] 
B-8 Release would disclose information concerning the regulation of financial institutions [(b)(8) of the FOIA] 
B-9 Release would disclose geological or geophysical information concerning wells [(b)(9) of the FOIA] 

C. Closed in accordance with restrictions contained in donor's deed of gift. 
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THE WHITE HOUSE OFFICE 
OFFICIAL TRAVEL AUTHORIZATION No. 270 8 

(TRAVELER TO COMPLETE SECTIONS 1-8.) Date of Request IV'ember 10, 1983 

l. TRAVELER 

Name: 

Extension: 26$7 

[X White House Staff 

D Other 

2. PURPOSE(S) and DATE(S): 'f:O ;c':eprese:nt Pai tb Uhit.~lney at t.be Ar.mtai 

Delaware COUA-ty: Vote:r:ana Council. Baquet., hJ.day, llOV. 11, l9i3 

3. ITINERARY Wa.sbiogton, n.c. I Pbil'a4.elpbi&,i Pl: Media, Pa, and nt:unl 
(List all cities where stopover occurs.) 

4. DEPARTURE: RETURN: 

Date: lioVeaber 11, 1983 

Time: 3;00 p.za. 

Date: --tiMiiOV-.e1M1ll1ti1b•O--r_,,l..,'l-...r---;;ll.il9H8"3r----­

Time: __ .,.l,.2n1c:~O,...&,..........a_,.a....,.--------

Mode: ~traia Mode: 

5. NATURE: [l 100% Official D 100% Political 

6. SIGNATURES: 

Traveler: 
(I have read and agree to the terms set forth on the reverse side) 

Approving Officer 
(Special Assistant to the President for Administration) 

7. ESTIMATED COSTS: SPECIAL EXPENSES: 

No. of Days Per Diem __ ..... R .... n-n...,a _________ _ D Registration Fee of $. ________ _ 

Hotel Name _____ ___,"""""~---------1ilcm 
D Commercial Car Rental 

Hotel Daily Rate $ ______________ _ D Excess Baggage 

Other_-';TH~~a~iHft~----,fn1u-ellHl•-$~S~e~.=-'8~0------- D Other 

8. TRAVEL ADVANCE REQUESTED: □ YES ~ No Amount:$ _______ _ 

Signature of Recipient: ___________________ _ Date: _______ _ 

REPAID: Amount ___ _ Date ___ _ Schedule ___ _ Balance this trip ____ _ 

9. FOR TRANSPORTATION OFF/CE USE ONLY: 

GTR No. ________________ _ Amount $ ____________ _ 

(8/ 13/8 1) 

ORIGINATING OFFICE COPY 

,, 



--------------------

J 

THIS APPROVAL IS SUBJECT TO ALL 
APPLICABLE GO.VERNMENT LAWS AND REGULATIONS,. 

AS WELL AS THE FOLLOWING ADMINISTRATIVE POLICIES 
RELATING TO TRAVEL ADVANCES 

AND GOVERNMENT-ISSUED TICKETS 

l. . --

1. ADVANCES FOR OFFICIAL TRAVEL ONLY 

.Ca:5h tr,avel ad.vances will not be prpvi.ded for political trips. l H 

Advances will not be provided to anyone with an outstanding unaccounted-for 
advance. 

_. Advances over $250 require 48-hours notice to White House Administratiy~ Office, 
extension 2500," except in emergencies. . . . . 

2. ADVANCES TO BE REPAID FROM SALARY AFTER 15 DAYS 

Any travel advance which is not either repaid or accounted for in full by an expense 
voucher, within 15 days after return, will be repaid by a deduction from the Staff 
member's salary. 

3. GOVERNMENT TICKETS FOR OFFICIAL TRAVEL ONLY 

Government-issued tickets shall not be requested or used for anything other than 
100% official trip (i.e., no political or personal travel). The entire cost of any 
government-issued tickets that end being used for unofficial travel will be considered 
a personal travel advance and treated accordingly. 

,I , 

, I 

n 



THE WHITE HOUSE 

WASHINGTON 

November 10, 1983 

• 

MEMORANDUM TO: SUSAN 

FROM: Joyce 

All arrangements have been made with 
Commander Maitland for Morton to 
speak to the Delaware County Veterans 
Council. After Jack or Faith sign 
this Travel Authorization, please 
return it to me so that I can put 
Morton's check with it and get it 
down to the Travel Desk for them 
to issue the ticket for us today. 

Thanks. 
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THE WHITE HOUSE 
WASHINGTON 

FROM: SUSAN GRAF-STROBEL 

SUBJECT: 

~e_c~_j (\o l~ -h 'of\ 

The attached is for your: 

D Information 

D Direct Response 

D Draft Letter 

0 File 

D Review & Comment 

~ Appropriate Action 

D Signature 

D Other 

-: 
• V. 
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THE DELAWARE COUl'-lTY-VETERANS COUNCIL 

Chartered October 27, 1979 
serving over 100,000 veterans 

l ; (!)D f M reCYe.jW-''ir--

"ORGANIZATIONS 

VFW 
American Legion 
D.A.V. 

C ~ d. 3 0 -/'K. fl' 5r}..._./ IV\.,_ 

Ir ~ '-{.u j/hr;-~ j t,J.. 

Amvets 
WWI 
Jewish Wa r Vets 
Ita lian V..,,ar Vets 
Ame r. Ex-Prisoners of 

\Iva r Tr i- State Chapter 

Faith Ryan Whittlesey 

Aoril 21, 1983 

·S?ecial Assistant to the President 
for Lia.sons 
The White House 
Dashington, DC 20006 

Dear Faith: 

It is an honor and a orivilege to invite you to be our guest speaker·for 
our }urnual Delaware C~unty Veterans Council Banquet to be held- this 
year 0:1 Nove:;nber 11 (Veterans' Day) at the Towne House, Vete rans' Square 
2.nd B2.ltimore Pike in Eedia, Pennsylvania. Cocktail hour will be at 
6:00 p.m. with dinner at 7:00 . p.m. 

Vie expect from 350 to 400 veterans from all the veterans' orc;anizations 
in Delaware County to attend; :_)lus the judges, County Council members, 
Pennsylvania State representatives and senators. 

Please adv ise me as soon as convenient for you, that you will accept our 
invitation to be our guest speaker on november 11. 

Very truly yours, 

Robert J. lBitland 
Comr.iander 
224 Rosewood · .Avenue 
Aldan, PA 19018 



WITHDRAWAL SHEET 
Ronald Reagan Library 

Collection Name Withdrawer 

BLACKWELL, MORTON: FILES RB 3/21/2011 
w 

File Folder FOIA 

BLACKWELL TRAVEL (5) F06-0055/07 
POTTER, CLAIRE 

Box Number 

2 6 

DOC Document Type No of Doc Date Restric-

NO Document Description pages tions 

3 FORM 1 1/9/1984 B6 

RE. TRAVEL VOUCHER [PARTIAL] 

Freedom of Information Act• [5 U.S.C. 552(b)] 

B-1 National security classified information [(b)(1) of the FOIA] 
B-2 Release would disclose internal personnel rules and practices of an agency [(b)(2) of the FOIA] 
B-3 Release would violate a Federal statute [(b)(3) of the FOIA] 
B-4 Release would disclose trade secrets or confidential or financial information [(b)(4) of the FOIA] 
B-6 Release would constitute a clearly unwarranted invasion of personal privacy [(b)(G) of the FOIA] 
B-7 Release would disclose information compiled for law enforcement purposes [(b)(7) of the FOIA] 
B-8 Release would disclose information concerning the regulation of financial institutions [(b)(8) of the FOIA] 
B-9 Release would disclose geological or geophysical information concerning wells [(b)(9) of the FOIAJ 

C. Closed in accordance with restrictions contained in donor's deed of gift. 



TRAVEL :VOUCHER 
, . DEPARTMENT OR ESTABLISHMENT, 2 . TYPE OF TRAVEL 3 . VOUCHER NO. 

BUREAU DIVISION OR OFFICE ~ . TEMPORARY DUTY 

(Re~d t(ie Privacy Act □ . PERMANENT CHANGE 4 . SCHEDULE NO. 

Statemert on the back) OF STATION 

6. a .' NANIE (Last, first, middle initial) b. SOCIAL SECURITY NO. 6. PERIOD OF TRAVEL 

- BLACKWELL, Morton C. a. FROM b . TO 
w 9/28/8·3 9/29/83 w -
> 
< c. MAI llb<ttlDc\~SS61:f'l'i'l'ti'B'i ~tY'' Liaison d. OFFICE TELEPHONE NO , 7 . TRAVEL AUTHORIZATION 
~ 

a. NUMBER(S) b. DATE(S) a: Suite #191-OEOB w I 
..J Washington, D.C. 20500 456-2657 2706 9/27/83 w 
> 
< 

RESIDENCE (City and State) a: e . PRESENT DUTY STATION f . ... 
Washington, D.C. Arlington, Virginia 10. CHECK NO. 

8. TRAVEL ADVANCE 9. CASH PAYMENT RECEIPT 11. PAID BY .. Outstanding Non~ a. DATE RECEIVED b . AMOUNT RECEIVED 

b. Amount 10 be applied I 
$ 

Amount due Government 
I 

c. PAYEE 'S SIGNATURE c. 
I 

(Attached: 0 Check 0 Cash) 

D. Balance outstanding I 

12. GOVERNMENT I hereby assign 10 the United States any right I may have against any parties in connection with reimhursdbl ~ 

► 
Traveler's Initials 

TRANSPORTATION transportat ion ch a rges described oelow , purchased under cash payment procedures (FPMR 101 -7) REQUESTS, OR 
TRANSPORTATION ISSUING MODE, 
TICKETS, IF PUA- POINTS OF TRAVEL 

AGENT'S CAR - CLASS OF CHASED WITH CASH 
(List by number below VALUATION RIER SERVICE DATE 
and attach passenger OF TICKET AND ACCOM- ISSUED FROM TO 
coupon; if cash is used (Initials) MODATIONS 
show claim on reverse (a) (b) (c) (d) (e) ff) 
side.) 

None Issued $313. 00 DL y 9/28/83 Washington, D.C. Atlanta, Ga. 
Atlanta, Ga. San Antonio, Tx. 

PT-GR $139. 00 AA y 9/29/83 San Antonio, Tx. Dallas/Ft .. Worth 
Dallas/Ft. Worth Washington, D.C. 

13 . I certify that this voucher .is true and correct to the best of my knowledge and belief, and that payment or credit has not been I 
received by me. WhP.n,applicable, per diem claimed is based on the average cost of lodging incurred during the period covered by I 
this voucher . 0 'It- . . , . I 

TRAVELER - -' ) , DATE AMOUNT 
SIGN HERE ► ./ t,-1,·~~- /) ( ., .L __ .-c·r/ I 1 /C)/84 . CLAIMED► ·$ 394170 
NOTE: Falsification of an item in an expense account works a forfeiture of claim (28 U.S.C. 2514) and may result in a fine of not more 

than $70,000 or imprisonment for not more than 5 years or both f.18 U.S.C. 287; i.d. 1001 ). 

14. This voucher is approved . Long distance telephone calls , if any , are certified as 11. FOR FINANCE OFFICE USE ONLY I 

necessary in the interest of the Government . (NOTE : If long distance telephone calls COMPUTATION I 
are included, the approving official must have been authorized in writing by the '$ I 

I 
head of the department or agency to so certify (31 U.S. C. 680a).) a. DIFFER · 

ENC ES, I 
IF ANY 

APPROVING 
'DA T E 

(Explain I 

O F FICIAL ► 
and show 

I 

SIGN HERE 
amount) 

I 

15. LAST PRECEDING VOUCHER PAID UNDER SAME TRAVEL AUTHORIZATION b . TOTAL VERIFIED CORRECT FOR I 
a . VOUCHER NO . ,b. D .0 . S YMBOL I c. MONTH B, 

CHARGE TO APPROPRIATION 
I 

None YEAR 
$ I Certifier's initials : 

lb . THIS VOUCHER IS CERTIFIED CORRECT AND PROPER FOR PAYMENT c . APPLIED TO TRAVEL ADVANCE I 

AUTHORIZED 
(App copriarion symbol): I 

$ 
CERTIFYING 

'DATE 
I 

OFFICIAL 

► 
I 

SIGN HERE d . NET TO TRAVELER ► $ 3941 70 
18. ACCOUNTING CLASSIFICATION 

lOlc-.116 HSN 75ll0-00-6,3l!---lUB0 STANDARD FORM 1012 (REV. 10-77) 
Presc ribed by GSA. FPMR (41 CFR} 101-7 

I 



INSTRUCTIONS TO TRAVELER (Unlisted items are self-explanatory) Complete this PAG E 
information SCHEDULE Col. (c) If the voucher includes Com- ["'· (d) } Saow amo""' ; °'"""' /o,eaeh mu•. ;"""d;og "" aod , ;p, , aod da B, <o<,0 i f th is is a 

OF per d iem all owances for plete thru (g) m eal cost . continuation OF 

members of employee 's only (h) Show expenses, su ch as : laundry, c lean ing and press ing o f clothes , t ips to bellboys, sheet. PAGES 
EXPENSES immediate fam ily. show for porters, etc . (other t han for meals) . 

TRAVEL AUTHORIZATION NO. 

AND members ' names, ages, actual (i) Comr, let e for per d iem and actual expense t ravel . 
(j) Show tota l subs istence expense incu rred for actual expense trave l . 2706 and re lat ionsh ip to em- expense (m) Show per d iem amou n t , li m i ted to max imum rate , or i f t ravel on actual expense , show 

AMOUNTS ployee and mar i tal status travel the lesser of the am ount f rom col. (j ) or max imum rate . 
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mat ion is shown on the long d istance t elephone ca l ls for Government bus iness, car renta l , relocat ion other than BLACKWELL, Morton C. 
trave l author izat ion .) 

subs istence, etc . 

DATE TIME DESCRIPTION ITEMIZED SUBSISTENCE EXPENSES MILEAGE AMOUNT CLAIMED 
83 RATE : 

19 __ (Hour (Departure/arrival citv, per diem MEALS MISCE L -
(l 

and computation, or other explanations LANEOUS TOTAL 
MILEAGE SUBSISTENCE OTHER SUBSISTENCE NO. OF 

am/pm) of expense) BREAK · SUBS IS · LODGING 
FAST LUNCH DINNER TOTAL TENCE EXPENSE MILES 

(a) (b) (c) (d) (e) (f) (g) (h) (i ) (j) (k) (I) (m) (n) 
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I I I I l 

I I I I I I I I I I 
' I ' I I I I 
I I I I l 

I I I I I I I I I I 
I ' ' I I 
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If additional space Is required, continue on another SF 1012-A BACK. leaving the front blank. TOTALS ► I 71 , 7n 7;?':i;,()() 

In compliance w i th the Privacy Act of 1974, the following information is pro • crim inal, or regulatory invet:t igations or prosecut ions. or w hen pursuant to a 
Enter grand total of columns (I), (m) and v ided : Solic itat ion of the information on th is form is author i zed by 5 U .S.C. requ irement by this agency in connect ion w i th the h ir ing or f ir ing of an 

Chap. 57 as implemented by the_ Federa l Travel Regulat ions (FPMR 101 -7), employee, the issuance of a security clearance, or invest igat ions of the per - (n), below and in i tem 13 on the front of 
E.O . 11609 of July 22, 1971, E.O . 11012 of March 27, 1962, E.O . 9397 of formance of official duty while in Government serv ice . Your Social Secur i ty th is form. 
November 22, 1943, end 26 U .S.C. 6011 (b) and 6109 . The primary purpose Account Number (SSN) is solicited under the author i ty of the Internal 
of th• requested information is to determine payment or re imbursement to Revenue Code (26 U.S.C. 6011 (b) and 6109) and E.O . 9397, November 22, 
el igible individuals for all owable travel and / or relocat ion expenses incurred 1943, for use as a tax payer and/ or employee ident if icat ion number ; d isclosure 
under. appropr iate adm in istrat ive auth'>r izat ion and to record and ma inta in i s MANDATORY on vouchers cla im ing travel and/or relocation allowance 

TOTAL costs o\ such re imbursements to th• Government. The information w i ll be expense reimbursement wh ich is, or may be, taxable income. D isclosure of 
used by off icers and employees who have • need for the informetion i n the your SSN and other requested information is voluntary in all other instances ; AMOUNT $394.70 performance of their off icial duties. The information may be disclosed to however, failure to provide the information (other than SSN) requ ired to 

CLAIMED ► appropriate Federal State local or fore ian aoancies when relevant to civil support the cla im may resu lt in delay o r loss of reimbursement. 

* U.S.GP0:1982--0-361-526/7-471 STANDARD FORM 1012 BACK (10-77) 
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File Folder FOIA 

BLACKWELL TRAVEL ( 5) F06-0055/07 

POTTER, CLAIRE 

Box Number 

2 6 

DOC Document Type No of Doc Date Restric-

NO Document Description pages tions 

4 RECEIPT 1 9/29/1983 B6 

RE. TRAVEL TO DALLAS, TX [PARTIAL] 

Freedom of Information Act• [5 U.S.C. 552(b)] 

B-1 National security classified information [(b)(1) of the FOIA] 
B-2 Release would disclose internal personnel rules and practices of an agency [(b)(2) of the FOIA] 
B-3 Release would violate a Federal statute [(b)(3) of the FOIA] 
B-4 Release would disclose trade secrets or confidential or financial information [(b)(4) of the FOIA] 
B-6 Release would constitute a clearly unwarranted invasion of personal privacy [(b)(6) of the FOIA] 
B-7 Release would disclose information compiled for law enforcement purposes [(b)(7) of the FOIA] 
B-8 Release would disclose information concerning the regulation of financial institutions [(b)(8) of the FOIA] 
B-9 Release would disclose geological or geophysical information concerning wells [(b)(9) of the FOIA] 

C. Closed in accordance with restrictions contained in donor's deed of gift. 
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HOTEL 

INTJ~CONTINENTAL 
SAN ANTONIO 

300 EAST TRAVIS • SAN ANTONIO, TEXAS 78205 
(512) 277- 4392 

BLA CKWELL, MORTON MR 
TR IN I TY COl._i __ EGE 

ARRIVAL 

DEPARTURE 

NO. IN PARTY 

RATE 
2100 FIRST NATIONAL BANK 
MIDLAND, TX 
79701. 

9/28/83 
9/29/83 

i 
60.00 

€ccouNT NO.) 
40B96 (ROOM NO. ) i(l?S 

-· s1: 

i 
2 

COMPAN Y 

CHARGE .••..••.• /i078/117i7/i/O 
TAX •••••••••••• /i078/ii 718/1/0 

~c•DALANCE DUE* 

AX ,<.p~1oveI Code 

STREET 

I AGREE THAT MY LIABILITY FOR THIS BILL IS NOT 

$60.00 
$4.20 

$64.20 

POSTAL CODE WAIVED AND AGREE TO BE HELD PERSONALLY CITY lj/?i - %, ST A TE , , 
LIABLE IN THE EVENT THAT THE INDICATED PERSON, X '17. '--:r -,L- J . I . I 
COMPAN Y OR ASSOCIATION FAILS T O PA Y FOR ANY SIGNATURE 1 { -V"L'-1-. \... , - . -t. ~/2'._,._,ci!_'( 
PART OR THE FULL AMOUNT OF THESE CHARGES. _:...-'-''-------"-"------=...,__ ________ _ 
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* U.S. GOVERNMENT PRINTING OFFICE 354-479 1981 
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THE WHITE HOUSE OFFICE. 
OFFICIAL TRAVEL AUTHORIZATION : 

(TRAVELER TO COMPLETE SECTIONS 1-8.) Date of Request September 27, 1983 

1. TRAVELER ,·--•1 I 

Morton · C. Bl ackwell --'· Name: 
. . 
~ White House Staff 

Extension: 2657 • Room: 1_9_·1~----·-· .,_ D Other 

2. PURPOSE(S) and DATE(S): To represent. Faith,.., R~an ·whit:tlese~ at a meeting 

3. 
,., 

· .. 

4. 

<; 

5. 

6. 

.. . 

7. 

8. 

9. 

of the Caribbean Foundation of the Trinity College in San Antonio, 
Texas. September 2.9 th, 19 8 3 •. 

. ;: ~. 
,i .::'i: !~ '•, ,·· -... 

ITINERARY 2· S::.::e::.::e::__:t~h~e=----..!~===...:.=...!:::..:!::.~=.=-.J,...!,..___.,:,;.~---'--__:__-'--....:.__:_ _ ___:.·..:...· ,_._' _· ·-~ ....... ....:· ·----~ 

,• •:'-' ,, 
; .. . ,, 

..., ... ,. 
DEPARTlj~~; :"t .... :/·•:-::: ~.''.' '..~.· '.\·;:·Ji-/:~:1

,· 
, ... 

. . 
Dat'e: Wednesday, " September , 2 8' ;:· 19 83· :· 

,'\ .,. . 

Time: 6 : 5 0 p , m ,' 
,. -.:..,.•, ,.· ·• .,. 

. ' 
~ATURE: ,.•,.,~~ ·. Kl 1 OOOJo prncial 

: . ,. ,d ·). : :; .)•··: ·._, .. 1} ·",!, '"~--- ·f ,-- ; 
SIGNATURES: :. · . · ,. . 

Traveler: 

, ... 
1-··. ' • •.-· 

·, .... 
• , . ..... ... 

1
. ~ > .. • .. •. ;.·1> ~11 .·_·;· '? ,,.._.J•~'{.1 (': .. ,,1 _.,, .. ~ .J J\.pproving''Officer ~ .:' . • . •· ,.•_i :·,,,,.. ..... , 

• 
',. ,·. : ,.:1 ·:. . , ' ;,· ,,: , , · ." . 1 ~- ,, : 1 ' •i. 1,; 1 ., "· • :(Special Assistant to the Presiden\ for Administration)' , .. / , ,; ' .. ', • . 

-. . J i ~ \ • ; , \ • 'r ,' f 1 ~ I; ,, •... I , , '1 ½" , ;-4 , f . . : • • --4....,. , •,. r \> •, 

;,.: •v • .' ,: ' ••· h• •~. (• 1 ,,(; _'· ';J !,.1'• . : ,-. ·: ) 'i1,. , tl ; • ,~ : :.,. ' ~ ,.' 
1 

• •/ ~ •, .._~/ •~~-> :•,J.'. \•j_ i.,.,.,-;:;._:·,;i _, .__.i(:;, ~··_t \r: '~.t.: /S ~•• :'~~ .. " ' 
· ESTIMATED COSTS:· .. ,.~ _' . ~._-., ·:'·\ ·',. ;: L; · 1: .,; /_1·~:.':,, .:SPECIAL EXP.ENSE~~ :·:· ;l_.>-~~-.} :: ·: .';'., .. , ~:t::'·-',; :: 
No. of Days P.e, Diem·_o_n_e ______ -,--_____ ~ □ , Registratio~ Fee of $·--1-nHo:r.1nf¼'et:1--·~-'· ,....,..

1 
__ ,,-. --'-·'- ~ .: 

Hotel Name 'St. Anthony Hotel 

Hotel Daily Rate$ 60. 00 ' (government rate) . , 

D .Commercial Car Rental 

D Excess Baggage 
. r .- , . 

·'#~· 

... ,, 
/ , Other _____________________ ·,' D Other · ------e---'--.. .:.,.' ___ · _r __ --=· ,-.,..·, ' 

,· 
I' 

TRAVEL ADVANCE .REQUESTED: ·•,· Amount:$, _________ ...,., , ., . . 
' ·.-::'•:(_, ... ...; ( 

DYES [J{No 
,'.\'·,. 

Signature of Recipient: ______________________ _ 
·•.♦ 1-, 

; ....... 
REPAID: • Amount ____ _ Date_·· ___ _ Schedule_·---~ 

FOR TRANSPORTATION OFFICE USE .ONLY: 

••.: 
,, ' 

. -· ... \ 
.. . . .• 



THE WHITE HOUSE 

WASHINGTON 

September 27, 1983 

MEMORANDUM TO: FAITH RYAN WHITTLESEY 

THROUGH: Jonathan Vipond, III ~ 

FROM: Morton C. Blackwell ~ 

SUBJECT: Travel to San Antonio, Texas 

Attached is a completed Travel Authorization for my 
trip to San Antonio. I have also attached a copy of your 
letter to Mr. Daniel Kuykendall which speaks to this matter. 

MCB:jet 
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. ~ ~~I-j ~-74~ ~ 

- .: ~t- •. 

:-.:.--i. .• 

..r:-- \. " ., ...... 
I ::~~~.,;.A-: .. 

' ... _. ? 

Dear Dan : 

THE WHITE HO U SE 

\\'ASHINGTOl's 

September 1, 1983 

I have asked Morton Blackwell, Special 
Assistant to the President for Public 
Liaison to represent me at the September 
meet ing at Trinity College in San Antonio. 

Morton, who I am sure you know , is the Pro ject 
Officer for our Central America Outreach Group . 
He can be r eached at 202-456-2657 . 

I sincerely appreciate your interest in and 
effort on behalf of this cause . 

ti 

Sincerely , 

c~ 
Faith Ryan Whittlesey 
As sistant t o the President 
for Public Liaison 

(Mr.Daniel Kuykendall 
) P . o . Box 4 0 8 4 O 1 
l h1 as:-.ington, DC 20016 

·-~----~'I,~-_____,,_ ___ .....,. 

- _--;_. --..:.- · - ,.%.-• -----~o. 
', .. ·• -
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ITINERARY OF MORTON C. BLACKWELL 

WEDNESDAY, September 28, 1983: 

DEP: 
ARR: 
DEP: 
ARR : 

Washington (National) 
Atlanta, Georgia 
Atlanta, Georgia 
San Antonio, Texas 

THURSDAY, September 29, 1983: 

DEP: San Antonio, Texas 
ARR: Dallas/Fort Worth 
DEP: Dallas/Fort Worty 
ARR: Washington (National) 

HOTEL IN SAN ANTONIO : 

Delta Flt #211 

Delta Flt #211 

6:50 p.m . 
8:24 p.m. 
9:25 p.m. 

American Airlines #288 

American Airlines #268 

3:25 p.m. 
4:28 p.m. 
5:15 p.m. 
9:29 p.m. 

St. Anthony Hotel , telephone: (512) 227-4392 
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THE WHITE HOUSE OFFICE 
OFFICIAL TRAVEL AUTHORIZATION No. 270 6 

(TRAVELER TO COMPLETE SECTIONS 1-8.) Date of Request Se[\tmuber 27, 1983 

I. TRAVELER , 

Name: 

Extension: 

c. 1 11 ~hite House Staff 

D Other 

2. PURPOSE(S) and DATE(S):_....,,.._,_....,..,_..,.__,.._...__ ____ ..._ __ "'------"Wb,_._.i...,t,_t_l..,e-se_~__..a .... t ............ a..____.,aee_,_.,..._t;_i..._x,.,.g __ _ 

ot lie<Je i tonio, 

3. ITINERARY See t:be att::acbed 'it1ner.g. 
. (List all cities where stopover occurs .) 

4. DEPARTURE: RETURN: 

Time: it SO P••• 

Mode: Air - c:oaoll 

Date: 1J:AU84&yr, Sept--■r 29, l.983 

Time: ts29 p.m. 

ode: Ai% - CO.. 

5. NATURE: Ci 1000/o Official □ 1000/o Political 

6. SIGNATURES: 

Traveler: / 

(I have read and agree to the terms set fort~~re erse side) 

~- ~ _.,,. _.. 
Department Head 1 / Approving Officer 

(Special Assistant to the President for Administration) 

7. ESTIMATED COSTS: SPECIAL EXPENSES: 

No. of Days Per Diem_.,..One-11--------------­ □ Registration Fee of $ rume 
Hotel Name St. Antbonf Hotel □ Commercial Car Rental 

Hotel Daily Rate$ 9Q.OO (i]OVerDae:at rate) □ Excess Baggage 

Other __________________ _ □ Other 

8. TRAVEL ADVANCE REQUESTED: □ YES □~o Amount:$ 

Signature of Recipient: ___________________ _ Date: _______ _ 

REPAID: Amount ___ _ Date ___ _ Schedule ___ _ Balance this trip ____ _ 

9. FOR TRANSPORTATION OFFICE USE ONLY: 

GTRNo. Amount $ ____________ _ 

JI (8 / 13/ 81) 

ORIGINATING OFFICE COPY 
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THIS APPROVAL IS SUBJECT TO ALL 
APPLICABLE GOVERNMENT LAWS ANO REGULATIONS., . 

AS WELL AS THE FOLLOWING ADMINISTRATIVE POLICIES 
RELATING TO TRAVEL ADVANCES 

AND GOVERNMENT-ISSUED TICKETS .. . 0 

. ' 

1. ADVANCES FOR OFFICIAL TRAVEL ONLY 

Cash travel advances will not be provided for-politiqll trips . . 

Advances will not be provided to anyone with an outstanding unaccounted-for 
advance. 

A_dvances ov,er $250 require 48-hours notice to White House _Administrati\:'e Qffi~e, 
extension 2500, except in emergencies. 

2. ADVANCES TO BE REPAID FRO\" SALARY AF.l'ER 15 DAYS 

Any travel advance which is not either repaid or accounted for in full by an expense 
voucher, within 15 days after return, will be repaid by a deduction from the Staff 
member's salary. 

3. GOVERNMENT TICKETS FOR OFFICIAL TRAVEL ONLY 

Government-issued tickets shall not be requested or used for anything other than 
100% official trip (i.e., no political or personal travel). The entire cost of any 
government-issued tickets that end being used for unofficial travel will be considered 
a personal travel advance and treated accordingly. 

(j 

V 

ff 





EXECUTIVE OFFICE 
OF THE PRESIDENT 

OFFICE OF ADMINISTRATION 
FINANCIAL MANAGEMENT DIVISION 

WASHINGTON, D.C. 20503 
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Introduction 

The purpose of this handbook is to provide a ready reference to 
some of the more basic provisions of the Federal Travel Regula­
tions. It is directed primarily to official travel related to the 
performance of temporary duty within the continental United 
States and therefore does not include information relative to 
change of official duty station or overseas travel. It is not intended 
as a compendium of all the various aspects of official travel and, 
consequently, it should be supplemented by reference to the 
Federal Travel Regulations, and decisions of the Comptroller 
General of the United States which interpret and clarify these 
regulations. 

Traveler's Responsibility 

You, as the traveler, have a numher of responsibilities in connec­
tion with travel. These responsibilities are no less important than 
your responsibilities for carrying out your other job assignments. 
The traveler is responsible for the correct performance of travel 
regardless of who may have assisted in making the travel arrange­
ment . As a traveler, you need to know the regulations governing 
travel and how they pertain to you: to make sure that all aspects 
of your travel are properly authorized, to secure the lowest 
available transportation rates and other costs: and to prepare or 
cause to be prepared, travel vouchers, transportation requests. 
and other official forms and records. In all cases, you are expected 
to exercise the same care in incurring expenses with public funds 
that a prudent person would exercise if traveling on personal 
business. 

Authorization to Travel 

Your authorization to travel at Government expense is your 
Travel Authorization (OA Form 22) which will show. among 
other things. the purpose of travel, the authorized points of travel. 
the approximate dates of travel and the rate and method of 
reimbursement. If you are going to travel by privately-owned 
automobile rather than by common carrier. the Travel Autho­
rization will authorize use of such vehicle and will set forth the 
basis on which you will be reimbursed for its use. The authoriza­
tion shall be as specific as possible in the circumstances as to the 
travel to be performed. 
The points of travel and the approximate dates of travel as shown 
in your Travel Authorization are those deemed necessary for you 
to ,1ccomplish the transaction of Government business. Travel to 
your temporary duty station may be performed by common 
carrier (plane. train. or bus), Government-furnished vehicle. or 
privately-owned vehicle. All travel must be performed by the 

2 



most direct usually travelled route. You cannot be reimbursed for 
any excess costs which you may incur if you travel by an indirect 
route as a matter of personal preference or if you depart prema­
turely from your permanent duty station or extend your stay at 
your temporary duty station for personal reasons. 
Except for emergencies, all travel must be authorized in advance 
in writing on the Travel Authorization by an "authorizing 
official." In emergency situations, when travel is performed with 
verbal authorization, the reimbursement voucher must be ap­
proved in writing by an official designated for this purpose. 

Travel by Common Carrier 

Tickets. If you are going to travel by common carrier your 
administrative office will provide you with tickets or a Govern­
ment Transportation Request (TR) with which to purchase your 
tickets. The carbon copy (or copies) of the TR should be retained 
as a receipt . 
If for some reason you are not provided with either tickets or a 
TR, or if the cost of transportation is not more than S 100, plus 
tax, for each trip, you may pay cash for your tickets and obtain 
reimbursement on your Travel Voucher. Retain the passenger 
coupon as your receipt. Unused TR's and any unused tickets 
purchased with TR's (including those provided by your adminis­
trative office) must be retained and submitted with your Travel 
Voucher. 
Class of Travel . Air Accommodations. It is the policy of the 
Government that persons who use commercial air carriers for 
transportation on official business shall use less than first clas.~ 
accommodations. Therefore, you should not use first clas.~ air 
accommodations unless (a) it is authorized as the only service 
available or (b) is authorized as being in the interest of the 
Government . In both instances first clas.~ air requires special 
authorization. If your Travel Authorization specifies the use of 
less than first class accommodations, you will be limited to such 

3 

accommodations regardles.~ of the circumstances. If you perform 
travel by commercial airline between the United States and a 
foreign country, or between foreign countries, you are required to 
use "American airplanes" unles.~ the use of "foreign airplane" is 
specifically authorized on your Travel Authorization and can be 
otherwise justified. 
Rail Accommodations. You are authorized a coach scat for 
daytime travel unless the trip exceeds four hours travel time. 
When night travel is involved, you are authorized the lowest first 
class sleeping accommodations available. 
Excess Baggage and Porter's Fees. You may be reimburs<.'Cl for 
charges for baggage in excess of that carried free by the <'arricr 
when the baggage is either Government property or personal 
property neces.'illry for the purposes of official travel . You must 
indicate on your Travel Voucher that the exces.~ baggage was due 
to official business. show the weight oft he baggage and the points 
between which it was moved, and provide a receipt for the 
amount paid. Porter's fees for handling Government property arc 
reimbursable; porter's fees for handling personal property arc not 
reimbursable when traveling on a per diem basis. 
Transportation to and from the Carrier Terminal. Reimburse­
ment will be allowed for taxicab and for airplane limousine fores 
(plus tip of 15%) to, from and between common carrier termi­
nals. Taxicab reimbursement is limited to $15.00 plus $2.25 for 
tips (one-way), unless specifically authorized to exceed $17.25. If 
you use a privately-owned automobile in lieu of a taxicab to or 
from the currier or limousine terminal reimbursement will be 
allowed at the rate of 22.5 cents per mile bused on odometer 
readings. 
If someone drives you to the terminal or picks you up at the 
terminal, you may be reimbursed for the round trip mileage; 
however, such reimbursement cannot exceed the estimalL'Cl L'OSI of 
a one-way taxicab fare plus tip. If you drive yourself, an automo­
bile parking fee at the carrier terminal will be allowL'Cl 10 the 
extent that the parking fee plus mileage reimbursement dOL'S not 
exceed the estimated cost for round-trip use of a taxicab. 
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Travel by Privately-Owned Automobile 

If you wish to travel by privately-owned automobile (POA) in lieu 
of common carrier, you should so advise your administrative 
office. Use of POA may be administratively denied when travel by 
POA would be so time consuming as to interfere with the 
performance of official duties. However, if use of POA is adminis­
tratively acceptable your Travel Authorization will authorize 
such use as ( I) being more advantageous to the Government, or 
(2) not to exceed cost by common carrier or GSA car. 
A determination is made by the authorizing official that travel by 
POA is more advantag,!ous to the Government in circumstllnces 
such as the following: 

I. When common carrier transportation is not available or 
the schedules are such that use of POA would result in 
expediting the transaction of official business. 

2. When two or more employees travel together. 
3. When it is necCS-'illry ti.)r the traveler to carry bulky 

equipment or supplies cs_,;cntiul to the performan.:e of 
official duties. 

4. When u GSA motor pool car is not uvuilable, or the .:ost of 
using u GSA .:ur would ex.:eed that of using a POA. 

In the absen.:e of su.:h u determination, use of POA is .:onsidered 
to be a mutter of personal preference and is authorized at a rate 
not to el\ceed cost by common carrier (including per diem) or 
GSA cur, whichever is lcs_~. Any execs_~ travel time will be charged 
to annual leave. 

More Advantageous to the Government. If you ure authorized to 
use POA us more advantageous to the Government , you will be 
reimbursed ut the rate of 22.5 .:ents per mile bused on either 
standard highway map distances or your odometer reading. If 
you base your mileage on your odometer reading, you must show 
on your Travel Voucher the reading ut each point of origin and 
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destination. If your mileage exceeds that shown in standard 
highway mileage guides by more than 10 percent, you must 
include on your Travel Voucher an explanation of the full 
difference. In addition, you will be reimbursed for highway, 
bridge, and tunnel tolls, ferry fares, and parking fees if they are 
itemized on your Travel Voucher. 

Not to Exceed Cost by Common Carrier. If you are authorized to 
use POA not lo exceed cost by common carrier, your reimburse­
ment for mileage, tolls, ferry fares, parking fees, and per diem will 
be limited to the cost which would have been allowed for tickets, 
taxicab fares, and per diem had you traveled by common carrier. 
A comparison between the cost by POA and the constructive cost 
by common carrier must be shown on your Travel Voucher. In 
making this comparison, the constructive cost by common carrier 
will be based on less than first class air accommodations if such 
accommodations are scheduled between the origin and destina­
tion points. If less than first class a_ir accommodations are not 
scheduled between the points of travel then the cost of first class 
air accomodations will be used or the cost of rail accommodations 
will be used if air service is not available. 

Not to Exceed Cost of a GSA Car. If you elect to use POA in lieu 
of a GSA car, you will be reimbursed al the rate of 13 I /2 cents 
per mile based on map distances or odometer readings. 

Per Diem 

Per diem is a daily allowance paid to travelers in lieu of reim­
bursement for actual expenses for meals, lodging, tips, laundry, 
telephone calls and telegrams to reserve hotel accommodations, 
and other personal expenditures. The per diem allowance in­
cludes all your authorized personal travel expenses except your 
actual transportation costs. 



Per Diem Rates. Your Travel Authorization will specify the per 
diem rate authorized for your trip. The per diem rate within the 
continental United States consists of the average cost of lodging 
plus $23 for meals and miscellaneous expenses not to exceed the 
current maximum rate of $50 per day. However, no per diem will 
be paid when the travel period is ten hours or less in the same 
calendar day, except when the period is six hours or more and 
begins before ti:00 a.m. or ends after 8:00 p.m. When travel time is 
24 hours or less and no overnight accommodations an: required, 
the per diem rate will be $5. 75 for each ti-hour period or fraction 
thereof. For travel to foreign countries or other areas outside the 
United States, you will be reimbursed at the per diem rates 
precribed for such localities by the Secretary of State or the 
Secretary of Defense. 
You will receive per diem for travel to and from a temporary duty 
station. while at a temporary duty station, and for travel between 
temporary duty stations. You will not receive per diem while you 
are at your permanent (official) duty station or at your place of 
abode from which you commute daily to your permanent duty 
station. In addition to your per diem allowance, the following are 
some of the more common expenses for which you may be 
reimbursed: 

l. Daily round-trip transportation by bus. streetcar, or 
subway between place of lodging and place of busi­
ness. and between places of business. 

2. Taxicab fares or POA between place of temporary 
lodging and places of official business, when 
authorized. 

3. Taxicab and airline limousine fares and tips for 
transportation to and from terminals. 

4. Mileage for use of POA from home to terminal and 
from terminal to home. 

5. Daily round-trip transportation by bus, subway, or 
streetcar to procure meals when the nature and 
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location of the work at a temporary duty station arc 
such that suitable meals cannot be procured there. 

t>. Rented conveyances, when authorized. 
7. Parking and meter lt.-cs; ferry fares; bridge, road, and 

tunnel tolls when travel by POA is authorizc!d. 
ti. Telegrams and tdephonc calls on official business, 

including calls to reserve transportation accommoda­
tions. when authorized. 

9. Fees or tips to porters at transportation terminals for 
handling Government property carried by you. 

10. Conference and registration fees, when authorized. 
11. Shipment by express or freight of Government prop­

erty not class,-d as baggage and not admissible to the 
mails. 

You will not be reimbursed for some of the following more 
common types of expenses: 

1. Any expenses includ,-d in per diem. 
2. Cost offtight insurance. 
3. Penalty charg,-s ass,-ss.-d by carriers when you (due to 

your own negligence) fail to cancel reservations or 
accommodations. 

4. Excess cost of travel, plus cost of Federal transporta­
tion tax, when travd is perform,'<! by indir,-ct routes 
for your own convenience or where charges for trans­
portation (or accommodations) arc different from. or 
in excess of, those sp.-citk-d on the TR. 

5. Cost of repairing damage to your automobile when 
you arc in a travel status. 

ti. Cost of tickets issu,-d for traffic violations. 
7. Cost of telegrams or telphone calls on personal 

busin,-ss. 
~- Fees or tips for handling your personal property. 
9. Snacks which are not part ofa regular meal. newspa­

pers, or alcoholic beverages. 



10. Duplicate meals when a meal is provided during the 
.course of an airplane flight . 

11. Collision damage waiver or personal accident insur­
ance expenses incurred in the official use of a rental 
car within the U.S. 

Computation of Per Diem 

For computing per diem allowances, official travel begins at the 
time you leave your home, office, or other point of departure and 
ends when you return to your home, office, or other point at the 
conclusion of your trip. However, when the time of departure is 
within 30 minutes before the end of a quarter day, or the time of 
return is within 30 minutes after the beginning of a quarter day, 
per diem for either such quarter day will not be allowed in the 
absence of a statement with the Travel Voucher explaining the 
official necessity for the time of departure or return. 
Travel for More than 24 Hours. For each full calendar day of 
travel you will be paid the authorized per diem rate. For frac­
tional days on the day of departure and/or day of return, you will 
be paid 1/4 of your per diem rate for each quarter or for each 
fraction of a quarter. The quarters are: 

12:00 midnight to 6:00 a.m ................... .. 
6:00 a.m. to 12 noon .. .. ........... .......... .... . 

12:00 noon to 6:00 p.m ...... ...... ... ......... ... . 
6:00 p.m. to midnight.. ..................... .. .. .. 

Example: 

!st day Lv : Point X 7:30 p.m. 
Ar: Point Y 9:55p.m. 

2nd day At : Point Y 
3rd day At : Point Y 
4th day Lv: Point Y 5:20 p.m. 

Ar: Point X 7:40 p.m 
Total Per diem 

1st Quarter 
2nd Quarter 
3rd Quarter 
4th Quarter 

Per Diem 

1/4 day 

day 
day 

I day 
3 1/4-day.~ 
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In this example, the entry on your travel voucher would be: Per 
diem 3-1/4 days @l the established rate = the amount 
reimbursable. 

Travel for 24 Hours or Less. For each 6-hour period or fraction 
thereof of the total elapsed time, you will be paid 1/4 of the 
authorized per diem rate. 

Example: 

Isl day Lv: Point X 6:30 a.m. 
Ar: Point Y 9:00 a.m. 
At : 12:30 p.m. 
Lv: Point Y 4:00 p.m. 
Ar: Point X 6:00 p.m. 
At: 6:00 p.m. 

Total elapsed travel time 

Elapsed Time 

6 hrs. 

5 1/ 2 hrs 
I i~I/2 -hrs 

In this example. 1/2 day per diem is allowed since travel cover~-d 
one 6-hour period and a fraction of another. and was for more 
than 10 hours. Also. since no overnight accommodations were 
required, the entry on your Travel Voucher would be: 

Per diem I /2 day (ro $23 ........................ $ I UO 

Except fi.lr the following. your rate of per diem will be determin~-d 
under the "lodging-plus" method for all temporary duty travel 
within the 48 contiguous States and the District of Columbia: 

I. When the travel is for 24 hours or ks.~ and no overnight 
accommodations are required. 
2. In cases where you arc provid~-d meals and/or lodgings at 

no cost 1lr nominal cost to you. or in cas~-s where the Government 
is directly or indirectly paying for your meals and/or lodgings 
(such as at meetings where all or part of the cost is paid by the 
Gowrnmenl). 
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"Lodgings-Plus" Reimbursement for Subsist­
ence Expenses 

The "lodging-plus" method of reimbursement for suhsistc1Kc 
cxpens,-s is a method of computing a per diem rate has,-d on (a) 
the average amount that you pay fi.)r lodgings plus (h) a tix.,-d 
amount of $23 to t·over the cost of your meals and miscdlan,'t)Us 
expenses. Your compuk'CI "lodgings-plus" rcimhurscmcnt rate 
may not exceed the per diem rate authorized in your Travd 
Authorization. 
The term "lodgings" refers to quarters available for rent . "Lodg­
ings" indude such accommodations as hotel and motd moms, 
apartments. rcnk-d private r.-sidcm:t-s, and rental sik-s for tra\'d 
trailers or t·amping vehidcs. "Lodgings" do not incudc at't·om­
modations on airplan,-s, trains, or steamers. Lodging costs in­
dude the <'Ost of your hotel or motd mom plus ,my amount that 
you pay for St.lie or local taxes on your accommodations, hut 
they do not indude amounts paid to rdatives or friends with 
whom you may stay while on temporary duty. Lodging t·osts also 
do not indudc the cost of tips, telegrams and telephone culls 
reserving moms, laundry, deaning 11nd pr,-ssing of doth,-s, etc. 
These costs are induded in your allowance for meals and miscd­
lant't)US cxpens,-s. You <',Ill compute your daily per diem rate hy 
(a) dividing your total lodging t·ost hy the number of r,-quirt'CI 
nights of lodging. (b) rounding the r,-sult upward to the next 
whole dollar, and (c) adding $23 to the this amount. For ex.ample. 
assume that: 

Your leave your official station Monday at 1:00 p.m. and 
retum the following Friday at 5:00 p.m. (4 1/4 duys of travel). 
Your Travd Authorization uuthoriz,-s a maximum per diem 
rate of$50 and your lodging costs are as follows: 
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Monday ........ ............. ......... .... ............. ...... .. $23.00 
26.00 
27.00 
16.00 

Tuesday ..................................................... .. 
Wednesday ................................................ .. 
Thursday .................................................... . 

$103.00 

Computation of Per Diem 

$103.00 divided by 4 nights = $25. 75 rounded to $26.00 
$26.00 plus $23.00 for meals and misc. expenses= $49.00 
4 1/2 days @ $49.00= $220.50 (reimbursement is the lower of 
lodging-plus or per diem). 

You are not required to submit receipts for lodging or retain 
them for audit purposes, when authorized per diem in lieu of 
actual expense subsistence. 

Your reimbursement for any one Travel Voucher will be calcu­
lated upon the average cost of lodging shown on the Travel 
Voucher. If you submit a Travel Voucher for one trip, you will be 
reimbursed based upon the average cost of lodging for that trip. If 
you submit a Travel Voucher covering two or more trips, you will 
calculate your daily rate of reimbursement on the average of the 
combined lodging cost of all trips on your voucher. Therefore, 
your average lodging cost is based on the period covered by your 
Travel Voucher. You are required to show on your voucher (a) 
your daily lodging cost, (b) your average lodging cost,(c) your 
lodging-plus per diem rate, and (d) your total per diem 
calculation. 
If your Travel Authorization provides for different rates during 
your trip, and a change of rates occurs during the day, the rate in 
effect at the beginning of the quarter in which the change occurs 
continues until the end of such quarter. The new rate is effective 
at the beginning of the next quarter. For ex.ample, assume that 
your Travel Authorization authorizes a $50 maximum per diem 
rate for travel within the 48 contiguous States and the fixed per 
diem rate of $83 for travel in Juneau, Alaska. Your reimburse-
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If you travel to any locality outside the 48 contiguous United 
States, you will be reimbursed at the per diem rate prescribed by 
the Secretary of State or the Secretary of Defense for that locality, 
plus $33. 

Leave While in Travel Status 

If you take leave while in a travel status you must show the type of 
leave on your Travel Voucher. If the leave of absence begins or 
ends within your prescribed hours of duty, the exact time of 
departure from and return to duty must be shown on your Travel 
Voucher. You must also show on your Travel Voucher the dale 
that leave was reported for Time and Attendance Report 
purposes. 
The effect of leave of absence on per diem reimbursement varies 
according to different situations. These situations are listed 
below. 

I. If leave of absence wholly within a day is for half of your 
prescribed working hours or les-~. you will re,:eive per 
diem for the entire day . 

2. If leave or absence wholly within a day exct'1!ds half of 
your working hours, but is less than a full day, you will 
receive per diem for one-half day. 

3. If you take leave at the end of one workday and at the 
beginning of the next succes-~ive workday, and your com­
bined leave for both days does not exceed one-half of your 
prescribed working hours for one day, you will receive full 
per diem for both workdays. If your combined leave 
exceeds half of the prescribed working hours for one day, 
your per diem will be computed in accordance with item 
4. 

4. If con ti nous leave of absence covers one day or more and 
if it ends or begins during your prescribed hours of duty, 
you will be paid per diem up to the end of the quarter day 
.in which your leave began, and you will be paid per diem 
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again at the beginning of the quarter day during which the 
leave terminates. 

5. If leave of absence covers one day or more and if it does 
not begin or end within your prescribed hours of duty, 
you will be paid per diem until mid-night of the last day 
preceding the leave, and from 12:01 a.m. of the day 
following the leave. 

6. You will be paid per diem for non-work days (a) unless 
you return to your official station or place of abode, or (b) 
unless the non-work day is immt-diately preceded and 
followed by leave and the period of leave on either day 
exceeds one-half of the prescribed working hours for that 
day. There is a further provision, however, that per diem 
will not be paid for more than two non-work days when 
leave is immediately preceded and followed by non-work 
days. 

7. If you interrupt your travel or deviate from the direct 
route because of taking leave, or for other personal conve­
nience, the per diem paid to you shall not exceed lhal 
which you would have incurred on uninterrupted travel 
by a usually traveled route. 

8. Notwithstanding the provisions of the prt-ct-ding 7 items 
you may be allowed per diem for sick leave or other leave 
incurred because of illness or injury not due to your own 
misconduct. The periods of such leave for which you may 
be paid per diem may not exceed 14 calendar days in any 
one period of absence unles-~ a longer period is specifically 
approved by the official who authorized your travel. 
However, per diem allowance during these periods will 
1101 be allowed if you receive hospitalization or reimburse­
ment of hospital costs under any Ft-demi slalule. 

9. When you are in a travel status on an actual expense basis, 
fractional leave of absence wholly within a day for half of 
the prescribed working hours or less shall be disregardt-d 
for subsistence purposes; where it exceeds half of the 



pn:sc·rit><.-d working hours, no suhsistence shall he 
allowed. 

Miscellaneous Expenses 

You may hc reimhurs<-d for the type of misc·ellaneous expenses 
listed hclow when incurred hy you in conn<-ction with trans.1<·tion 
of official husiness. You must identify these ellpenses on your 
Travel Voucher as "official husiness." 

I. Charges for 11<-C<"Ssary stenographic or typing servis'<"S or 
rental of typewriters in connection with the preparation of 
reports or correspondence, clerical assistance. services of 
guid<-s, interpreters, packers, drivers of vehick-s, and stor­
age of property used on official husiness shall he allow<-d 
when authoriz<-d or approved. 

2. Charg<"S for the hire of a room at hotel or other place 
when 11<-cess.iry to trans.1ct official husines.~. will he al­
low<-d when authorized or approved. 

-~- Shipments, freight or expr<-s.~. 
4. Hire of sp.-cial conveyance such as rental car. etc. How­

ever. the use of rental s·ars or aircraft will hc authoriz<-d or 
approv<-d only in connection with a single trip. Sus·h use 
will not he authoriz<-d on hlanket travel :mthorizations. 
Rental s·ars should not he US<-d for lo,:al travel at your 
temporary duty station or for travel betw<-cn common 
carrier terminals and your permanent residence, official 
duty station, temporary duty station, or place of tempo­
rary lodging whenever puhlic or other private transporta­
tion such as hus, suhway, str<-etcar, airport limousine or 
hus, or taxi (to or from common carrier terminals) is 
availahle and the use thereof will not adversely affect the 
normal transaction of Government husines.~ to any signifi­
cant degree. 
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5. Fees relating to travel outside the conterminous United 
States such as fees for conversion of currency, passports, 
photographs, visas, etc. 

6. Other miscellaneous expenditures not enumerated herein , 
when necessarily incurred in connection with the trans­
action of official business, will be allowed when approved. 

Receipts are required for all allowable cash expenditures in excess 
of $15, plus any applicable tax. However, receipts are required for 
those cash expenditures listed in par. 1-11.3.c of the Federal 
Travel Regulations in any amount. When receipts are not obtain­
able, the expenditure must be explained on the Travel Voucher. 

Travel Advance 

You may request an advance of funds for your travel expenses. 
The amount of the advance will be limited to (I) the per diem or 
actual expense allowance rate multiplied by the estimated number 
of days you are to be in a travel status, plus (2) the estimated cost; 
of other reimbursable items. If you wish to request an advance of 
funds you must contact your administrative office as soon as 
possible to allow sufficient time for processing the necessary 
documents. The OA accounting offices must have at least five 
working days in which to process a travel advance. 
Your administrative office will provide you with an application 
for advance (Standard Form 1038) which you must sign and 
return , together with a copy of your Travel Authorization. The 
amount of your advance will be deducted from the allowable 
amount requested on your Travel Voucher (Standard Form 
1012). If the amount claimed on your Travel Voucher does not 
cover the advance, you are required to submit your check for the 
difference (cash cannot be accepted), attached to the memoran­
dum that will be forwarded to you along with a copy of your 
audited travel voucher. You must submit a Travel Voucher even 
though you receive a travel advance. If you have a travel advance 
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outstanding from a previous trip you can receive an additional 
advance only if you can justify the need therefor. Your justifica­
tion should be shown in the "Remarks" section ofS.F. 1038. 

Travel Vouchers 

You will be reimbursed for your travel expenses by submitting a 
Travel Voucher, S.F. 1012, upon completion of each trip. The 
travel voucher should be submitted within 15 days after the 
completion of travel. Complete all required items on the voucher. 
List expenses claimed chronologically for the period of travel 
covered by the voucher. After you have determined your rate of 
per diem, show your per diem claimed as one amount. i,e., per 
diem-5 days@ $50 = $250. You should attach to your voucher 
copies of all GTRs, Travel Authorization, Used Tickets and 
Unused Ticket Stubs and receipts for all expenditures in excess of 
$15.00. In any instances where lodging and/or meals are pro­
vided at no cost to you, it must be shown on the voucher. When 
you are reporting departure and arrival time on your Travel 
Voucher, use the standard time currently in effect at each point of 
departure and arrival . If you use a route or mode of travel which 
requires that your reimbursement be limited to constructive 
common carrier costs it is your responsiblity to show the common 
carrier cost comparison on your Travel Voucher. Erasures and 
alterations in totals on travel vouchers must be initialed by the 
traveler. You must sign the original of your voucher and forward 
it io your administrative office for approval. If an amount claimed 
for reimbursement on your voucher cannot be legally paid, the 
Office of Financial Management will deduct the unallowable 
amount and send you a statement explaining why it cannot be 
paid. 
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Authorization or approvals specifically stated. 

Authorizations or approvals which must be specifically stated in 
travel authorizations or vouchers include: 
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(I) 

(2) 

(3) 

(4) 

(5) 

(6) 

(7) 

(8) 

(9) 

(IO) 

(11) 

(12J 

Authority for travel (FTR 1-1.4). 

Travel required to places where meals are obtained 
(FTR l- 2.3b). 

Taxicab fares between residence and office on day 
travel is performed (FTR l-2.3d). 

Taxicab fare between residence and office in cases of 
necessity (FTR l-2.3e). 

Taxicab for local travel (FTR 1-3.1 a). 

Rental of automobile or special conveyance (FTR 
l-3.2a). 

Hire of a conveyance from another employee or 
member of employee's family (FTR l-3.2d). 

Use of accommodations superior to economy-class 
(FTR l-3.3a). 

Use of extra fare planes and trains (FTR J-3.4a). 

Use of higher cost service when lower cost service is 
available on same mode of transportation (FTR 
l-3.4c). 

Use of foreign airplanes (FTR l-3.6b(3)). 

Use of a privately owned conveyance when it is 
advantageous to the Government (FTR 1-4.1 a). 

(13J Use of a privately owned vehicle when use of com­
mon carrier transportation is most advantageous to 
the Government (FTR 1-4.3). 



(14) Use of a privately owned vehicle when use of 
Government-owned vehicle would be most advanta­
geous to the Government (fTR 1-4.3). 

(I 5) Exception from the lodgings-plus method of setting 
perdiem(fTR l-7.3c). 

(16) Additional per diem when travel en route is 6 hours 
or more (fTR l-7.4b(3)). 

(17) Reimbursement of actual subsistence expense (FTR 
1-8.1). 

(I 8) Maximum daily reimbursement (fTR 1-8.2). 

(19) Miscellaneousexpenses(fTR 1-9.lb). 

(20) Hire ofa room (FTR 1-9. I b ). 

(21) Fees relating to travel outside conterminous United 
States (fTR 1-9. lc). 

(22) Waiverofrequirements for receipt (FTR l-11.3d). 

(23) Waiver of itemization for local telephone calls; local 
metropolitan streetcare, bus, and subway fares; and 
parking meter fees (fTR 1-1 I.Sa(!)). 
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