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Extras #20:    Travel Authorization (Evacuation Travel) 

Objectives:  Understand how to create authorization when evacuation orders have 
been issued. 

Notes: NOAA Travel Regulations 301-32.1 thru 301-32.8 go through the specifics on what’s 
allowed and for how long for a mandatory evacutation. 
 
Approving officials must determine if a standard per diem rate is applicable or if the 
locality per diem rate is applicable for the safe haven, and specify such on the travel 
authorization. Per diem shall begin to be paid on the date following arrival and may 
continue until terminated. Per diem will be  computed as follows:   
 
 (a) The applicable maximum per diem rate shall be computed using the 
 lodgings-plus system for the employee and each dependent that is age 12  

years or older. For each dependent under 12 years of age, the per diem  
rate is one-half of the applicable per diem rate for employees or dependents 
who are age 12 or older. These maximum rates may be paid for a period not 
to exceed the first 30 days of evacuation.   
 

 (b) If after expiration of the 30 day period, the evacuation has not been 
 terminated, the per diem rate shall be computed at 60 percent of the rate 
 prescribed in paragraph (a) of this section until a determination is made by 
 the authorizing official that per diem is no longer authorized. This rate may be 
 paid for a period not to exceed 180 days after the effective date of the order to 
 evacuate. 

Instructions: Execute the following steps: 

 
An evacuation order has been issued for the area where you work/live in Tampa Florida.  You 
will be traveling north to Gainesville, FL. You have a spouse and 2 kids under 12.   You are 
going to plan for 2 weeks away and your authorization will need to include the following costs: 
 
Estimated Expenses 
132 miles one way = POV (per mapquest) 
$100 = Hotel Tax 
$100 = Miscellaneous 
 
You will need to calculate full per diem for each family member 12 and older and 50% per diem 
for each kid under 12 as you will need to override the per diem costs on the authorization.  
Calculations can be done manually or you can use the Evacuation Calculation Worksheet found 
on the training website. 
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Step Action 

9 Finish the process with your TA: 
 
 Preview Document 
 Perform Pre-Audits 
 Stamp Document Signed 
 Click Continue on Pre-Audit screen 

 
The document will then be routed to the first level of the electronic approval process and 
you will be taken back to the Home screen where a message will be displayed toward the 
bottom stating and email has been sent to “email address”—FOR EMPLOYEES ONLY 
 
For EXCEPTED TRAVELERS – the Home screen will appear with the document 
appearing in the Last Documents area.  The preparer will have to inform the Approving 
Official when the document is ready for approval in the system. 
 

 
 
 
 
 
 
 
 
 
 
 


