AEA – Obtain Approval Prior to Travel

Requests for AEA Expenses are supposed to be approved prior to travel, not after-the-fact.  "Post approval" can only be justified in the situations described below.  

FTR 301-11.302 states, AEA should be made in advance.  In turn, both HHS and NIH policy provide that AEA will be authorized in advance of the trip. Specifically, NIH Manual 1500 Chapter 04-06(G) provides, "Advance authorization for AEA will be requested by memorandum, accompanied by a notation on the Travel Order, justifying the expenses on the basis of the individual circumstances in the particular case".  An AEA form should be completed reflective of three comparative lodging rates within the site of the planned event
In both policy manuals, "post approval" of AEA expenses, when properly justified, is to occur only under the following conditions: 
1) Emergency situations in which requests for prior authorization were not possible; or 
2) Unanticipated, unusual, and exceptional circumstances which, during the course of the travel assignment, resulted in the incurrence of actual and necessary expenses that were greater than the authorized per diem allowance.  
Generally speaking, these two scenarios should not occur very often since typically, your IC should know in advance of the trip whether the location of the meeting, etc. is undergoing some type of special event, e.g., the Superbowl, Mardi Gras, etc. or if per diem rates might have changed.  Further, in line with existing HHS policy, staying in a particular hotel in order to be near the place of official business is not in itself an adequate justification for requesting, authorizing, or approving travel on an AEA basis.
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