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  MEALS, LODGING, AND TRAVEL 
 
Meals 
Agency-provided subsistence is the default method for providing meals and lodging for 
personnel on DOF incident assignments. Subsistence on an incident may be provided as follows: 
  

• Meals in camps or dining halls 
• Catered meals  
• Fresh food boxes 
• MREs 
• Meal coupons   

 
Deviations from state-sponsored subsistence, such as authorized meal allowances or the use of 
individual government credit cards, are the exception.  Exceptions to State of Alaska-sponsored 
subsistence must be pre-approved by the ordering office management and noted on the resource 
order.  Personnel may not claim meal allowances without required approval. 
 
Personnel assigned to fire support activities at their established duty stations are responsible for 
providing their own meals.  In extreme circumstances, the Area/Regional Forester may authorize 
written exceptions.   
 
Lodging 
Personnel may be required to: 
 

• Camp on-site at an incident  
• Stay in field quarters 
• Stay in provided facilities  

 
Solicitation for Meals and Lodging 
Prior to the fire season, and periodically if needed, each Area office shall contact local vendors 
soliciting meal and lodging services for incident personnel. Fairbanks vendors are solicited by 
the State Logistics Office Admin.  The Area office completes the header information for the 
Forestry Meal Program Packet and/or the Forestry Lodging Program Packet and mails them to 
their local vendors. Offers are requested from as many potential vendors as possible to assure 
equal opportunity.  Each interested vendor completes the appropriate Vendor Information Packet 
and returns it to the Area Office.  Each Area office compiles a list of restaurant, grocery, and 
hotel vendors who have responded.   The Area office provides copies of signed Meal and 
Lodging offers to the State Logistics Center.   
 
Meal Coupons 
Meal coupons are a numbered, secured, warehouse-cataloged stores item. Coupons are ordered 
as a supply item on a resource order. Area and Regional offices are responsible for keeping meal 
coupons and the “dollar amount” stamp used in a secure location.  
 
Only those with delegated authority from the Regional Admin Officer or Area Forester will issue 
and approve meal coupons. When meal coupons are issued an entry is made on the Meal Coupon 
Log, (see supplement).   
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If the vendor accepts DOF meal coupons, and the meal selected cost exceeds the established 
meal rate, the individual using the meal coupon is responsible for paying the difference directly 
to the vendor.   
 
If the vendor accepts DOF meal coupons and the meal selected cost is lower than the established 
rate, no change is due to the individual.   
 
Tax, gratuities, alcoholic beverages, and non-food items are excluded from purchase with a meal 
coupon. 
 
Completing Meal coupons  
 

• Meal coupons are issued by authorized personnel  
• Dollar amounts are stamped on the face of the coupon 
• The appropriate meal and dollar amount is circled 
• Cross out the other meal amounts with an X   
• The date of use, user’s name, and charge code are entered in the appropriate blanks 
• The user’s resource order number or tail number and incident number are entered along 

the top of the coupon  
• The information from the coupon is entered in the meal coupon log, (see supplement) 
• The person issuing the coupon must sign the coupon   

 
Using Meal coupons for Resource-Ordered Incident Personnel  
 

• Used only on date authorized on the meal coupon 
• Redeemable only at participating vendors 
• Meal coupons are issued for one meal 
• Meal coupons are issued for one user 
• Meal coupons must be used in the DOF Area where issued 
• Meal coupons cannot be used in the employee’s home unit 
• Meal coupons cannot be used for non-food items, taxes, tips, alcoholic beverages 
• Any exceptions must be approved by the Area/Regional Forester   

 
Resource-ordered incident personnel are eligible for a subsistence meal when they are away from 
their normal duty station for more than three consecutive hours during established meal periods. 
 
Meal periods and allowable meal rates are as follows: 
 

MEAL  FROM   TO        AMOUNT 
  Breakfast 0001  to 1000  $12 
  Lunch  1001  to 1500  $16 
  Dinner  1501  to 2400  $22 
 
Breakfast, lunch, and dinner maximum amounts remain constant with a daily total of $50 per 
person.  Coupons are only valid on the date shown on the coupon face.   
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Processing Meal Coupons for Payment 
The vendor will be paid for the face value of each original meal coupon returned for payment 
and accompanied by an invoice.  If the vendor cannot provide a preprinted invoice, a completed 
copy of the “Forestry Meal Program Billing Form” can be used. Refer to the Forestry Meal 
Program Packet, Instructions to Vendors Providing Meals to State Employees and the Forestry 
Meal Program Billing Form. 
 
The original invoice and accompanying meal coupons are assessed for appropriate and accurate 
charges against those documented in the meal log.  The invoice is then coded, initial approval is 
made, and then sent to the Regional office for final payment approval.  If the Forestry form is 
used rather than a vendor invoice, an invoice number must be created and placed on the form.   
 
Sack Lunches 
Sack Lunch requirements are outlined in the DOF Meal Program packet sent to vendors 
soliciting their participation.  Sack Lunches are requested on a resource order as a supply item.   
Vendors are paid a standard rate for each sack lunch provided.  Vendors submit the number of 
sack lunches they have provided on the “Forestry Meal Program Billing Form” for payment. 
 
Alternate Billings 
Contract meals are paid at the standard rate of $12.00 for breakfast, $16.00 for lunch, and $22.00 
for dinner.  Contract Meals may include buffet service, limited or regular restaurant menu items, 
or specific meals for groups at an agreed upon rate.  Contract meals are requested on a resource 
order as a “Service” supply item. 
 
Vendors must provide the DOF “Diner Sign-In Sheet” provided in the Meal Agreement Packet 
or a similar list of names with date of meals served and appropriate resource order number and 
charge code information when they submit their invoice. Vendors can also use the “Forestry 
Meal Program Billing Form” with the attached “Diner Sign-In Sheet” in lieu of an invoice for 
payment.   
 
Catered Incident Meals 
Once incident personnel numbers reach 150 and are expected to remain at that level or higher for 
three days or more, the State may choose to contract with a Mobile Food Service Unit to provide 
hot meals at the incident at rates in accordance with the individual contract. 
 
Processing Non-coupon Meal Invoices for Payment 
The routing for paying meal invoices for meals other than those purchased with meal coupons is 
the same as that for meal coupons; however, the backup documentation will be one of the 
following: 
 

• Diner sign-in sheet 
• List of Names with resource order number and charge code 
• Crew manifest with resource order number and charge code 
• Written explanation of why the meal is being charged to the incident with resource order 

number, and charge code 
• Notation:  “Number of meals/sack lunches based on IAP.” 
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Lodging 
Locally designated personnel in Dispatch, SLC, or Admin call one of the participating lodging 
vendors and make reservations for required lodging.   Lodging Vendors participating in the 
Forestry Lodging Program will be used whenever possible.    When lodging is procured an entry 
is made on the Lodging Log, (see supplement).   
 
The lodging invoice must contain the following: 
 

• Guest’s name  
• Hotel address and phone number 
• Check-in and check-out dates 
• Total amount due 

 
Amounts in excess of the agreed-upon room rate, such as for phone calls, movies, room service 
or tips must be paid directly to the vendor by the employee.  Reimbursement for work-related 
charges can be claimed on a TA. The original invoice is sent to the ordering Area or Regional 
office for verification, coding, and to be reconciled with the Lodging Log.   Required 
documentation on the lodging invoice includes at least one of the following: 
 

• The resource order number and charge code 
• Aircraft tail number 
• An explanation of who/what the invoice is for (e.g., Regional staff attending fire in-

briefing or closeout)   
 
Suppression meal and lodging invoices go to the Regional FMO or designee to approve payment. 
Invoices are sent by the Region to the Anchorage DNR Financial Services office for final 
payment.   
 
Travel 
Travel for resource-ordered personnel is handled by the appropriate dispatch office (or their 
designee).  The individual’s dispatch office (for mobilization) and the dispatch office handling 
the incident (for demobilization) coordinate travel details (i.e., meals, lodging, transportation, 
etc.).   
 
Approval for a rental vehicle, cell phone, or other job-specific equipment, if required, must be 
documented on the resource order.  Additional rental car insurance coverage should not be 
purchased if rental was initiated by individual’s dispatch office.    The cost will not be 
reimbursed to the employee. Individuals will not be reimbursed for rental vehicles if they elect to 
obtain a rental vehicle that is not authorized on their Resource Order. 
 
No travel advances or reimbursement for meals will be allowed when agency-provided 
subsistence is available.  DOF provides subsistence for all resource ordered individuals.  
Exceptions must be approved by the ordering office. Other agencies have their own policies 
regarding subsistence and may presume certain positions (e.g. dispatchers and aviation 
resources) are self-sufficient, or may provide only partial subsistence without notation on the 
resource order. 
 
Deviation from direct returns after release from an assignment requires the employee’s 
supervisor pre-approval.  
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 Any additional expense associated with travel interruption or deviation from provided travel, 
including compensation for travel time, for employee convenience will be borne by the 
employee.  The employee must return their rental car if applicable, and arrange their own ground 
transportation.  
 
Home units must be contacted immediately by the DOF employee on return from assignment.  
All travel documentation is to be submitted within five (5) days upon return from assignment.    
Travel authorization form (TA) documentation must be of sufficient detail with items such as 
times, locations, itineraries, explanation of changes, resource orders, and leave slips to accurately 
process the reimbursement claim (Example page 6).   Extenuating circumstances and travel 
delays/deviations should be explained in the body of the TA or on an accompanying attachment. 
  
Employees need to retain all pertinent information related to travel and assignment including: 
 

• Original lodging receipts if lodging is not provided by the requesting agency 
• Boarding passes, travel itineraries, ticket receipts, etc. 
• Record of departures and arrivals by nearest town to the incident during travel 
• Travel times, route changes, locations and timing during travel, mode of transportation 
• Time accounting records, including documentation of mandatory day off 
• Original receipts for all incidental expenses (taxi, fuel, etc.) 
• Meals not subsisted 
• Resource Order 

 
Reimbursement for Eligible Travel Expenses 
The Travel Authorization (TA) form, with resource order and appropriate receipts attached, is  
submitted through the employee’s home unit to request reimbursement for eligible out-of-pocket 
costs incurred during mobilization, demobilization and before or after being subsisted. 
 

  
Reimbursement is not allowed for those portions of any assignment when the agency subsists 
incident personnel and/or the employee elects to obtain his/her own meals and/or lodging. 
(Example TA page 6) 
 
DOF Employee Compensable Time: On the days of departure and return the traveler receives a 
prorated M&EI based on the departure and return times as follows:  
 
 

Departure Time  Before 9:01 AM  Before 2:01 PM  Before 11:01 PM  
M&IE  Full day  Lunch & Dinner  Dinner  

 
 
 
 
 
 
 
 

Return Time  12:00 PM (Noon)  Before 5:00 PM  After 4:59 PM 
M&IE  Breakfast  Breakfast & Lunch  Full day  
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Vehicle Rentals: authorization for employees to rent vehicles while on assignment must be 
documented on the resource order.  If a rental vehicle is approved, always decline extra 
insurance coverage.  Failure to do so will result in the employee bearing any charges for 
insurance. 
 
Travel Interruptions or Deviation for Employee Convenience:  Travel must be via the most direct 
route to the employee’s nearest jetport. Any deviation in travel from assignment requires 
supervisor pre-approval.  Any additional time or expense resulting from an interruption or 
deviation for an employee’s convenience shall be borne solely by the employee. 
 
Web address for travel:  The DOA travel and moving policy and procedures manual is located at  
http://doa.alaska.gov/dof/manuals/aam/resource/60t.pdf  
 
Per diem rates in the Lower 48:  located at  
http://www.gsa.gov/portal/content/104877 then select, “Per Diem Rates.” 
 

 

http://doa.alaska.gov/dof/manuals/aam/resource/60t.pdf
http://www.gsa.gov/portal/content/104877
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