From Handbook F – 15, Travel and Relocation:

9 Handling Expenses for Special Travel Situations
9-1 As a Witness
If you are on travel status as a witness, the expenses you are allowed to claim vary according to the reasons that you are serving as a witness.

9-1.1 While on Court Leave
If you serve as a witness while on court leave, you may keep any money you receive for travel and subsistence expenses. For the fees associated with witness duty, see Employee and Labor Relations Manual (ELM), Part 516.

9-1.2 While in an Official Duty Status
If you serve as a witness while in an official duty status, you are entitled to compensation from the Postal Service for actual allowable expenses (travel and subsistence) as if you were on regular travel. See the appropriate chapters of this handbook for information.

You may accept authorized witness fees and expense allowances, but you may keep only an amount equal to your actual allowable expenses.

If the Witness Fee... Then You
a. Exceeds your allowable Must turn over to the Postal Service the

expenses excess amount.

b. Does not cover your May submit an expense report to cover the

actual allowable expenses balance. Be sure to specify the amount

you have already been paid and attach

your subpoena to the Receipt Report if on

eTravel or if using manual voucher to your

PS Form 1012.

9-1.3 While in Another Status
If you serve as a witness and are not entitled to be on court leave or in an official duty status, you may keep any fees or other compensation you receive for serving. For the fees associated with witness duty, see Employee and Labor Relations Manual (ELM), Part 516.
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9-2 As a Juror
If you are on court leave, follow these guidelines to determine what payments you may keep and what you must turn over to the Postal Service:

a. You may keep any allowances that you receive for a daily rate of $25 or less. If the allowance exceeds $25 per day, you must remit the excess to your supervisor.

b. You must turn over to the Postal Service any payments from the court that represent a salary for your services.

9-3 At the Request of Another Postal Service Installation
If another Postal Service installation requests that you come for official business, meetings, or an interview, that installation must pay your allowable travel expenses.

For any other official travel requested by another installation, you must fill out an expense report. The installation requesting your travel gives you a memorandum showing the proper finance number for you to use. Be sure to attach a copy of this memorandum to your completed expense report and submit it to the requesting installation for approval. Use that finance number when completing your expense report and submit your expense report to the requesting installation for approval.

9-4 At the Request of a Government Agency~
When a government agency requests you to travel, you must obtain approval from your appropriate approving official (see Appendix C). The agency requesting your travel does one of the following:

1. Provides instructions for billing the agency for your travel expenses.

2. Provides instructions for reimbursing you directly for your travel expenses.

Follow their instructions for submitting your travel claim for reimbursement.

9-5 As a Representative of an Employee Organization
If you are a representative of an employee organization, you may be

approved to travel depending upon the purpose.
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