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Overview: Limiting Reimbursement for Integrated Lodging Program Sites

When choosing a non-Integrated Lodging Program (ILP) hotel at an ILP location due to personal preference you are
required to pay the difference by limiting your reimbursement on your request and expense report to the amount the
government would have paid for an ILP property. If the chosen lodging is out of policy, per the JTR your lodging
reimbursement may be limited to the allowed rate unless an exemption (as outlined in the JTR) applies. There are times
when you may need to stay at a specific hotel that is not in policy; however, it is at your approving official’s (AO)
discretion. If your selection is for personal preference, you are required to limit your request and expense report to the
max rate (what the government would have paid) when selecting an out of policy hotel.

Noteworthy Information

e The Integrated Lodging Program provides government, privatized and DoD Preferred Commercial lodging
options. These lodging properties offer rates that are below per diem that helps reduce the cost of travel. They
have also been inspected to ensure they meet program standards for Duty of Care (includes safety and
security, financial protections, and negotiated amenities).

e There are several reminders in the booking module when your TDY is at an ILP site.

e Qut of policy, lodging has warning symbols.

e Travel rule triggers out of policy selections and travelers are required to provide a justification reason code (i.e.
personal preference). You are required to limit reimbursement for personal preference. Other reasons will be
at your AQ’s discretion.

e Your AO will see your selected lodging as well as the other in policy options that were available and will have
the option to disapprove your request to direct use of an option within policy that was available.

e MyTravel provides a capability to limit your reimbursement on your request and expense report.

e |LP lodging rates can be found here: https://secure.defensetravel.dod.mil/cacdocs/ILP Rates.pdf

Scenario

| am traveling TDY to Birmingham, AL (ILP Site) and have selected a non-ILP property but am willing to pay the
difference. What are the steps | should take to ensure my request and expense report are accurate?
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Creating a Request with non-ILP hotel at an ILP Location
NOTE: this applies to all ILP lodging properties to include Army Privatized Lodging (PPV).
1. Create your request for the ILP site; select your flight and move on to lodging.

NOTE: The Hotel Per Diem listed is the GSA rate not the ILP rate.

Hotel Per Diem Locations

Search for Locations near:

Country/Region (Selsct & Country/Region fo get a list of locations or
States)
| nited States (US) v

State/Province @

| aiabama (aL) v
Location
| Birmingham — Jefferson County w
Lodging Rate Meals Rate Incidentals Rate
5113 551 £5

2. The first reminder is a pop-up window informing you that the reference point (Birmingham, AL) is an ILP site.
The second reminder is just above the map displaying your lodging locations.

Open the rates table (https://secure.defensetravel.dod.mil/cacdocs/ILP Rates.pdf) for the ILP sites so that you
can add the correct rate to your comments when triggering a travel rule.

If you choose lodging that is out of policy at this location, per the JTR your
lodging reimbursement may be limited to the allowed ILP rate unless an
exemption (as outlined in the JTR) applies. You may confirm the
appropriate rate here. When you submit your Expense Report, you will
need to adjust the expense, click here for detailed instructions.
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3. Select the lodging you prefer to book.

NOTE: The warning signs are reminder of your TDY at an ILP Location.

FEMA-Approved Hotel Warning E Hotel details | View details

This option triggars ene or more company travel rules.

2. Renaissance Ross Bri  We will notify your manager if you choose to purchase it

4000 Grand Ave, Birmingham, & /& This is an Integrated Lodging Program location. If
you do not use the most preferred level of lodging
Y96 miles WHRHNR K offered, your lodging reimbursement may be limited

M The rate available is over the maximum lodging rate.

FEMA-Approved Hotel Select a hotel within the per diem rate displayed

near the top of this page

3. Elyton Hotel, Autograpn conecuon
1928 15t Avenue North, Birmingham, AL 35203 Mapit

¥ 0.38 miles

FEMA-Approved Hotel

$209

»

Hotel details

$179

»

Hotel details

4. For this scenario, we are selecting Personal Preference because limiting reimbursement is required for this
justification. Select the “Personal Preference” from the drop down when the Travel Rule Trigger window

appears. Then finish booking your segments and move onto your request.

NOTE: Since only commercial options are offered at Birmingham, AL, provide the DoD Preferred rate for the ILP
site in the comments as a reminder to you and your AO (AO will review). The AO has the option to decline and

direct you to use an option within policy (if it was available).

Travel Rule Triggered x
This hotel is not in compliance with the following travel rule(s):

&\ This is an Integrated Lodging Program location. 1f you 6o not use the most preferred level of lodging
offered, your lodging reimbursement may be limited

Please choose the reason for selecting this travel option. If more than one reason applies, selsct the most
applicable. This reason applies to this entire trip.

| ~ Please Choose a Reason v|

— Please Choose a Reason — X X

ILPP locations only - Preferred hotel is too far from my TDY location  Ptel within the per diem rate displayed

Designated hote! for training, conference, or group

Personal preference reason applies, select the most
applicable. This reason applies to this entire trip.
| - prease Choose a Reason v/
Please explain why you selected this hotel. NOTE: Unselected hotels are logged for your Appraving Official

P
Chosen:$209.00
Reference Point:Birmingham, AL, USA
i Hotels -- i Ross Bridge Resort
Distance to reference point: 9.6 miles
4000 Grand Ave
The following compliant options were presented but not selected -
S e

5. Complete any actions on your request leading up to adding expenses to your request — this is where you will

limit your lodging expense to what the government would have paid.
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6. Click Add then Select Lodging Allowance Adjustment — Personal Preference under 02. Lodging
Support | Help~
SAP Concur [¢] Requests  Travel Expense App Center orl - &

Manage Requests

~

AN\ Alerts: 1
Hotel Reservation at BIRMINGHAM, AL, USA $986.00
Not Submitted | Request ID: 43KJT

Request Details w Print/Share v Attachments

EXPECTED EXPENSES

Search for an expense type Details Date ¥ Amount Requested
~02. Lodging -
Birmingham, Alabama 06/07/2021 $986.00 $986.00
Hotel Parking
Hotel Reservati
[ Resenan Estimated Total: $986.00
I Lodging Allowance Adjustment - Personal Preference I

7. Calculate your limited reimbursement using the rate from ILP rates table then provide the amount as a negative

value in the Transaction Amount field then select save.

SAP Concur Requests  Travel  Expense  App Center

Manags Requests

New Expense: Lodging Allowance Adjustment - Personal Preference o - |
($590.00)

@® Allocate

Transaction Date * Transaction Amount * Currency *
06/11/2021 = (590.00) US, Dollar v
Commant
Hotel/Lodging Amount - (ILPP Rate x # of Nights) = Difference not
reimbursable -> $986 - (99 x 4) = 590
| Save 1 [~ ]
Support | Help~
SAP Concur []  Requests  Travel  Expense  App Center
proie ~
e
Manage Requests
A\ Alerts: 2 v
Hotel Reservation at BIRMINGHAM, AL, USA $396.00 St Roquest
Not Submitted | Request ID: 43KJT
Request Detalls w  PrintShare v Attachments ¥
EXPECTED EXPENSES
Details Date ¥ Amount Requested

O Akerts Expense type

O o Lodging Allowance Adjustment - Personal Preference 06/11/2021  ($590.00) (8590.00)

O Hotel Reservation (Self Booked) Birmingham, Alabama 06/07/2021 $986.00 $986.00

I Estimated Total: $396.00 I

NOTE: MyTravel limits your reimbursement based on the difference in ILP rate and the rate you selected.

8. Ensure you have provided all required information, additional expenses (i.e. M&IE) on your request, and

allocated your expenses then submit to your AQ!
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Limiting Reimbursement on an Expense Report for a non-ILP property

1. Itistime to submit your expense report! Make sure you import your itinerary for your trip, update itinerary

rows, review your M&IE then create expenses.

2. Next step is to adjust your hotel/lodging itemizations to calculate your reimbursement based on the ILP rate.

Manage Expenses View Transactions

A\ Alerts: 1

~

Hotel Reservation at BIRMINGHAM, AL, USA $704.00 @

Not Submitted

Report Defails « Frint/Share Manage Receipts + Travel Allowance »

REQUEST

Approved

$648.00

Add Expense

[0 Alerts Receipt Payment Type Expense Type Vendor Details

] Other Payment Method M and |E Allowance Birmingham, Alabama

W

(] GTCC Non Reimbursable/Personal Expense DENEEIRED
Birmingham. Alabama

O GTCC Individual Meals Charged on GTCC SSIIIE
Birmingham. Alabama

m] & i =+ ! Other Payment Msthod Hotel/Lodging Renaissance

Copy Report Submit Report

Date ¥ Amount  Requested
06/11/2021 $42.00 e
Allocated
06/11/2021 $68.23 §0.00
06/11/2021 54576 §0.00
§452.00
06/11/2021 $1,066.00  alocates

ltemized

3. Calculate the ILP nightly taxes using the formula below then adjust your itemizations. For each itemization line,

you will provide $99.00 as the nightly rate and $8.03 as the room tax.

NOTE: MyTravel limited nightly rate to Birmingham'’s locality rate of $113 then adjusted taxes to $9.17. Use the

$113 nightly rate and $9.17 taxes in the formula below.

1. 1 Night of Taxes/(1 Night of Hotel/Lodging Amount) = Tax Rate

9.17/113.00 = 0.08 (8%)

2. ILP Rate * 0.08 = ILP Nightly Tax

99.00 * 0.08 = 8.03

NOTE: If there are other tax rates, you will be required to calculate the difference (what the government would

have paid). If there are other fees, you may be responsible for the full amount of those fees.
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4. Using the ILP Rate and the nightly taxes calculated above, update each itemized entry for the hotel expense.
Change the Hotel/Lodging to $99 and the Hotel Taxes to $8.03.

Amount llemized @ Remaining
Details Itemizations $1,066.00 $1,086.00 $0.00
Amount ltemized @ Remaining Hotel/Lodging 599 00 &
00 @
$1,066.00 $1,066.00 $0.00 o
@ Allocate
— * Required field
Create ltemization Expense Type *
| Hotet/Lodging ‘ - ‘
O Daes Expense Type {
P Transaclion Date *
O 06/07/2021 Hotel/Lodging pr— ‘ 08/07/2021 ‘ ‘
-
O 080712021 Hoel Taxes 5917 Ao | cureney
| 99.00 | | us Dolar
$113.00 - -
O 08082021 HotellLodging pr—
Travel Allowance @) (O Personal Expense
0O 06032021 Hotel Taxes 917 Request ™
Allocated p ~
| 0610772021, saslnu - Hotel Reservatic v
0 080812021 HotellLadging 5113.00
Allgcated Comment
O 060812021 Hoel Taxes .17 /
Allocated
$113.00 4
0 0802021 HotellLodging i J
O 06M0/2021 Hotel Taxes 97
Allocated
Cancel
; =
> Hotel/Lodging $1,066.00 oo ([
06/11/2021 Renaissance
Details ltemizations
Amount Htemized @ remaining
$1,066.00 $428 12 $637.88
O beer Expense Type Requested
0O 06/07/2021 HotellLodging jig::::
O 06/07.2021 Hotel Taxes N\fii:
0O 06/08/2021 HotellLodging jfizg
0O 06/08/2021 Hotel Taxes Mfi::
O 06/09/2021 Hotel/Lodging 33?;:‘:2
0O 06/09/2021 Hotel Taxes Aﬂf:gm‘::
0O 06/10/2021 Hotel/Lodging 331::
0O  06/10/2021 Hotel Taxes $8.03
Adocated

5. Now we will add an itemization to your hotel/lodging line to account for the remaining amount. Click on Create
Itemization then select Non Reimbursable/Personal Expense from the Expense Type Drop Down.

Hotel/Lodging $1,066.00 @

0611/2021 | Renaissan
Details Iltemizations
; - Amount nemizea
~ 1 Hotel/Lodging $1,066.00 @ S, s
06/11/2021 Renaissance
New itemization
Detalls ltemizations
Expanse Typs *
Amount temized v
$1,066.00 $428.12 Recently Used
ote! Taves
>
artre
[ Dates Expense Type
n.
O os07/2021 Hotel/Lodging Atare z

O Remaning
$637.88

Cancel

Snow Receint [£]

* Required feld
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6. Provide the transaction date then the amount of lodging that is not reimbursable (remaining amount) and add
any comments you think would be helpful for your AO then click Save Itemization.

> Hotel/Lodging $1,066.00 @
06/11/2021 Renaissance
Details liemizations Show Receipt  [F]
Amount ltemized O Remaining
5106600 §428.12 $637.88

New ltemization

- merienial
Expense Type * Transaction Date ™
| Non Reimbursable/Personal Expense | v | O Recurring Every Night ‘ 06/11/2021 | |
Amount * Currency
( ) Personal Expense
| 637 88 | USs. Dollar

Comment

Lodging chosen was personal preference]

7. Note, all expenses are accounted for and you do not have the hard stop anymore! Verify you have everything
you need on your expense report; allocate expenses, and then submit to your AO!
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