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1) Estimated Per Diem Costs
Cost
Revised Cost
Short-term allowance not to exceed 15 calendar days after reporting date or
Short-term allowance not to exceed 30 calendar days after reporting date
(requires supervisor's approval) or
Short-term allowance exceeding 30 consecutive days from reporting date (requires Division of Accounting - Travel Policy Section approval)
Long-term allowances using either the $1,130 Rent and Utilities Method, $24-24 Method, or a Long-Term Assignment Differential (BU 9 & 11 only)
2) Estimated Transportation Costs
Include all airfare, rental car, train, private vehicle mileage, shuttle, bus, taxi, Uber/Lyft cost required for transportation to and from the primary residence to the LTA Residence, the LTA residence to the LTA jobsite and daily mileage to obtain meals while at the LTA jobsite
3) Total Estimated Cost of Long-Term Assignment
The Cost Analysis is an estimate of cost incurred for the duration of an employee’s Long-Term Assignment (LTA).  Typical cost incurred while on assignment should be considered. Total cost of the assignment needs to be evaluated by management when deciding to place an employee on an LTA.
The LTA supervisor is required to complete this form and submit it with the Long-Term Assignment (LTA) Information and Certification of Subsistence Rates form FA-1350.
1)         Estimated Per Diems: The following costs should be considered when completing the cost analysis:
•         Short Term allowances not to exceed 15 calendar days after the LTA reporting date or
•         Short Term allowances not to exceed 30 calendar days after the LTA reporting date.  The additional 15 calendar days requires LTA supervisor approval or  
•         Short term allowances exceeding 30 calendar days from the LTA reporting date.  This option requires advance approval from the Division of Accounting, Travel Policy Section.  Please see Chapter 6 – Exceptions of the Travel Guide for additional details.  
•         Long-term allowances using either the $1,130 Rent and Utility + 10 per day method, $24 lodging/$24 meal method, or the LTA Differential (BU 9 & 11 only) method.  Please see Chapter 3 – Travel Reimbursements of the Travel Guide for details. 
2)         Estimated Transportation Cost: Include all airfare, rental car, train, private vehicle mileage, shuttle, bus, taxi, Uber/Lyft cost required for transportation to and from the primary residence to the LTA Residence, the LTA residence to the LTA jobsite and daily mileage to obtain meals while at the LTA jobsite. Management is required to document the frequency of how often an employee will be authorized to return to their primary residence while on LTA. This includes documenting pre-approval of said travel frequency. All transportation costs for any LTA travel (including travel between the primary residence and LTA jobsite) must be reflected in the Estimated Transportation Costs section of FA-1310. It is also the responsibility of District/Program management to monitor and keep documentation (i.e., e-mails and/or memorandums, as appropriate) of the agreed upon LTA travel approvals.
3)         Total Estimated Cost of LTA: This amount needs to be evaluated by management when considering placing an employee on LTA.
4)         Justification: The decision to place an employee on a LTA should include any factors that support the LTA as the best option for the department. If the estimated completion date is changed, provide a revised LTA Cost. Analysis FA-1310 along with an updated FA- 1350 to accounting.
5)         Approvals: The FA-1310 is required to be approved by the employee’s immediate supervisor, the employee’s LTA supervisor, and the LTA Program Manager.  
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