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41 CFR Ch. 301 (7–1–10 Edition) § 301–71.304 

§ 301–71.304 Are we responsible for en-
suring the collection of outstanding 
travel advances? 

Yes. 

[FTR Amdt. 70, 63 FR 15974, Apr. 1, 1998. Re-
designated by FTR Amdt. 108, 67 FR 57967, 
Sept. 13, 2002] 

§ 301–71.305 When must an employee 
account for a travel advance? 

An employee must account for an 
outstanding travel advance each time a 
travel claim is filed. If the employee 
receives a travel advance but deter-
mines that the related travel will not 
be performed, then the employee must 
inform you that the travel will not be 
performed and repay the advance at 
that time. 

[FTR Amdt. 70, 63 FR 15974, Apr. 1, 1998. Re-
designated by FTR Amdt. 108, 67 FR 57967, 
Sept. 13, 2002] 

§ 301–71.306 Are there exceptions to 
collecting an advance at the time 
the employee files a travel claim? 

Yes, when the employee is in a con-
tinuous travel status and 

(a) You review each outstanding 
travel advance on a periodic basis (the 
period will be for a reasonable time of 
45 days or less); and 

(b) You determine the amount, if 
any, of the outstanding balance ex-
ceeds the amount of estimated travel 
expenses for the authorized period and 
collect the excess amount from the em-
ployee. 

[FTR Amdt. 70, 63 FR 15974, Apr. 1, 1998. Re-
designated by FTR Amdt. 108, 67 FR 57967, 
Sept. 13, 2002] 

§ 301–71.307 How do we collect the 
amount of a travel advance in ex-
cess of the amount of travel ex-
penses substantiated by the em-
ployee? 

When the outstanding advance ex-
ceeds what you owe the employee, then 
the employee must submit cash or a 
check for the difference in accordance 
with your policy. Your failure to col-
lect the amount in excess of substan-
tiated expenses will cause a violation 
of the accountable plan rules contained 

in the Internal Revenue Code (title 26 
of the United States Code). 

[FTR Amdt. 70, 63 FR 15974, Apr. 1, 1998. Re-
designated by FTR Amdt. 108, 67 FR 57967, 
Sept. 13, 2002] 

§ 301–71.308 What should we do if the 
employee does not pay back a trav-
el advance when the travel claim is 
filed? 

You should take alternative steps to 
collect the debt including: 

(a) Offset against the employee’s sal-
ary, a retirement credit, or other 
amount owed the employee; 

(b) Deduction from an amount the 
Government owes the employee; or 

(c) Any other legal method of recov-
ery. 

[FTR Amdt. 70, 63 FR 15974, Apr. 1, 1998. Re-
designated by FTR Amdt. 108, 67 FR 57967, 
Sept. 13, 2002] 

§ 301–71.309 What internal policies and 
procedures must we establish gov-
erning travel advances? 

Accountability for cash advances for 
travel, recovery, and reimbursement 
shall be in accordance with procedures 
prescribed by the Government Ac-
countability Office (see Government 
Accountability Office Policy and Pro-
cedures Manual for Guidance of Fed-
eral Agencies, Title 7, Fiscal Proce-
dures). 

[FTR Amdt. 70, 63 FR 15974, Apr. 1, 1998. Re-
designated by FTR Amdt. 108, 67 FR 57967, 
Sept. 13, 2002, as amended by FTR Amdt. 
2007–05, 72 FR 61539, Oct. 31, 2007] 

PART 301–72—AGENCY RESPON-
SIBILITIES RELATED TO COMMON 
CARRIER TRANSPORTATION 

Subpart A—Procurement of Common 
Carrier Transportation 

Sec. 
301–72.1 Why is common carrier presumed to 

be the most advantageous method of 
transportation? 

301–72.2 May we utilize methods of transpor-
tation other than common carrier (e.g., 
POVs, chartered vehicles, etc.)? 

301–72.3 What method of payment must we 
authorize for common carrier transpor-
tation? 
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Temporary Duty (TDY) Travel Allowances § 301–72.100 

Subpart B—Accounting for Common 
Carrier Transportation 

301–72.100 What must my travel accounting 
system do in relation to common carrier 
transportation? 

301–72.101 What information should we pro-
vide an employee before authorizing the 
use of common carrier transportation? 

Subpart C—Cash Payments for Procuring 
Common Carrier Transportation Services 

301–72.200 Under what conditions may we 
authorize cash payments for procuring 
common carrier transportation services? 

301–72.201 What must we do if an employee 
uses cash in excess of the $100 limit to 
purchase common carrier transpor-
tation? 

301–72.202 Who may approve cash payments 
in excess of the $100 limit? 

301–72.203 When may we limit traveler reim-
bursement for a cash payment? 

301–72.204 What must we do to minimize the 
need for a traveler to use cash to procure 
common carrier transportation services? 

Subpart D—Unused, Partially-Used, Ex-
changed, Canceled, or Oversold 
Common Carrier Transportation Serv-
ices 

301–72.300 What procedures must we estab-
lish to collect unused, partially used, and 
exchanged tickets? 

301–72.301 How do we process unused, par-
tially used, and exchanged tickets? 

AUTHORITY: 5 U.S.C. 5707; 31 U.S.C. 3726; 40 
U.S.C. 121(c). 

SOURCE: FTR Amdt. 70, 63 FR 15976, Apr. 1, 
1998, unless otherwise noted. 

Subpart A—Procurement of 
Common Carrier Transportation 

§ 301–72.1 Why is common carrier pre-
sumed to be the most advantageous 
method of transportation? 

Travel by common carrier is pre-
sumed to be the most advantageous 
method of transportation because it 
generally results in the most efficient, 
least costly, most expeditious means of 
transportation and the most efficient 
use of energy resources. 

§ 301–72.2 May we utilize methods of 
transportation other than common 
carrier (e.g., POVs, chartered vehi-
cles, etc.)? 

Yes, but only when use of common 
carrier transportation: 

(a) Would interfere with the perform-
ance of official business; 

(b) Would impose an undue hardship 
upon the traveler; or 

(c) When the total cost by common 
carrier would exceed the cost of the 
other method of transportation. 

§ 301–72.3 What method of payment 
must we authorize for common car-
rier transportation? 

You must authorize one or more of 
the following as appropriate: 

(a) GSA’s Government contractor- 
issued individually billed charge 
card(s); 

(b) Agency centrally billed or other 
established accounts; 

(c) Cash payments (personal funds or 
travel advances in the form of travelers 
checks or authorized ATM cash with-
drawals) when the cost of transpor-
tation is less than $100, under § 301– 
51.100 of this chapter (cash may or may 
not be accepted by the carrier for the 
purchase of city pair fares); or 

(d) GTR(s) when no other option is 
available or feasible. 

[FTR Amdt. 70, 63 FR 15976, Apr. 1, 1998; 63 
FR 35538, June 30, 1998] 

Subpart B—Accounting for 
Common Carrier Transportation 

§ 301–72.100 What must my travel ac-
counting system do in relation to 
common carrier transportation? 

Your system must: 
(a) Authorize the use of cash in ac-

cordance with § 301–51.100 or as other-
wise required; 

(b) Correlate travel data accumu-
lated by your authorization and claims 
accounting systems with common car-
rier transportation documents and 
data for audit purposes; 

(c) Identify unused tickets for refund; 
(d) Collect unused, partially used, or 

downgraded/exchanged tickets, from 
travelers upon completion of travel; 

(e) Track denied boarding compensa-
tion from employees; 

(f) Identify and collect refunds due 
from carriers for overpayments, or un-
used, partially used, or downgraded/ex-
changed tickets; and 

(g) Reconcile all centrally billed 
travel expenses (e.g., airline, lodging, 
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