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SUBCHAPTER B—ALLOWABLE TRAVEL EXPENSES

PART 301–3—USE OF COMMERCIAL
TRANSPORTATION

AUTHORITY: 5 U.S.C. 5707.

§ 301–3.6 Use of United States flag car-
riers.

(a) Travel by United States flag ships.
Section 901 of the Merchant Marine Act
of 1936 (46 U.S.C. 1241(a)) provides:

Any officer or employee of the United
States traveling on official business overseas
or to or from any of the possessions of the
United States shall travel and transport his/
her personal effects on ships registered under
the laws of the United States where such
ships are available unless the necessity of
the mission requires the use of a ship under
a foreign flag: Provided, That the Comptrol-
ler General of the United States shall not
credit any allowance for travel or shipping
expenses incurred on a foreign ship in the ab-
sence of satisfactory proof of the necessity
therefor.

(b) Use of United States flag air car-
riers—(1) Definitions. As used in this
section, the following definitions
apply:

(i) The Fly America Act. The ‘‘Fly
America Act’’ refers to provisions en-
acted by section 5 of the International
Air Transportation Fair Competitive
Practices Act of 1974 (Pub. L. 93–623,
January 3, 1975), 49 U.S.C. App. 1517, as
amended by section 21 of the Inter-
national Air Transportation Competi-
tion Act of 1979 (Pub. L. 96–192, Feb-
ruary 15, 1980), 94 Stat. 43.

(ii) U.S. flag air carrier. The term
‘‘U.S. flag air carrier’’ means an air
carrier holding a certificate under sec-
tion 401 of the Federal Aviation Act of
1958 (49 U.S.C. App. 1371). Foreign air
carriers operating under permits are
excluded.

(iii) United States. For purposes of the
Fly America Act, ‘‘United States’’
means the 50 States, the District of Co-
lumbia, and the territories and posses-
sions of the United States (49 U.S.C.
App. 1301(41)).

(iv) Gateway airport in the United
States. A ‘‘gateway airport in the
United States’’ means the last airport
in the United States from which the
traveler’s flight departs, or the first

airport in the United States at which
the traveler’s flight arrives.

(v) Gateway airport abroad. A ‘‘gate-
way airport abroad’’ means the airport
abroad from which the traveler last
embarks en route to the United States
or at which the traveler first debarks
incident to travel from the United
States.

(2) General requirements of the Fly
America Act. The Fly America Act, 49
U.S.C. App. 1517, as implemented by
the Comptroller General’s guidelines,
Decision B–138942, March 31, 1981, re-
quires Federal employees and their de-
pendents, consultants, contractors,
grantees, and others performing United
States Government financed foreign air
travel to travel by U.S. flag air car-
riers:

(i) Unless travel by foreign air carrier
is a matter of necessity as defined in
paragraph (b)(3) of this section, or

(ii) When U.S. flag air carrier service
is available within the guidelines in
paragraphs (b) (4) and (5) of this sec-
tion.

(3) Necessity for use of foreign air car-
rier service. Use of foreign air carrier
service may be deemed necessary if a
U.S. flag air carrier otherwise avail-
able cannot provide the air transpor-
tation needed, or use of U.S. flag air
carrier service will not accomplish the
agency’s mission.

(4) Availability of U.S. flag air carrier
service—(i) General. U.S. flag air car-
rier service is available even though:

(A) Comparable or a different kind of
service can be provided at less cost by
a foreign air carrier;

(B) Foreign air carrier service is pre-
ferred by or is more convenient for the
agency or the traveler; or

(C) Service by a foreign air carrier
can be paid for in excess foreign cur-
rency, unless U.S. flag air carriers de-
cline to accept excess or near excess
foreign currencies for transportation
payable only out of those monies. (See
also paragraph (b)(5)(iv) of this sec-
tion.)

(ii) Scheduling principles. In determin-
ing availability of U.S. flag air carrier
service, the following scheduling prin-
ciples should be followed unless their
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application results in the last or first
leg of travel to and from the United
States being performed by foreign air
carrier:

(A) U.S. flag air carrier service avail-
able at point of origin should be used
to destination or, in the absence of di-
rect or through service, to the farthest
interchange point on a usually traveled
route;

(B) Where an origin or interchange
point is not served by U.S. flag air car-
rier, foreign air carrier service should
be used only to the nearest interchange
point on a usually traveled route to
connect with U.S. flag air carrier serv-
ice; or

(C) Where a U.S. flag air carrier in-
voluntarily reroutes the traveler via a
foreign carrier, the foreign air carrier
may be used notwithstanding the avail-
ability of alternative U.S. flag air car-
rier service.

(5) Guidelines for determining unavail-
ability of U.S. flag air carrier service—(i)
Travel to and from the United States.
Passenger service by a U.S. flag air
carrier will not be considered available
when the travel is between a gateway
airport in the United States and a
gateway airport abroad and the gate-
way airport abroad is:

(A) The traveler’s origin or destina-
tion airport, and the use of U.S. flag
air carrier service would extend the
time in a travel status, including delay
at origin and accelerated arrival at
destination, by at least 24 hours more
than travel by foreign air carrier;

(B) An interchange point, and the use
of U.S. flag air carrier service would re-
quire the traveler to wait 6 hours or
more to make connections at that
point, or delayed departure from or ac-
celerated arrival at the gateway air-
port in the United States would extend
the time in a travel status by at least
6 hours more than travel by foreign air
carrier.

(ii) Travel between two points outside
the United States. For travel between
two points outside the United States,
U.S. flag air carrier service will not be
considered to be reasonably available:

(A) If travel by foreign air carrier
would eliminate two or more aircraft
changes en route;

(B) Where one of the two points
abroad is the gateway airport en route

to or from the United States, if the use
of a U.S. flag air carrier would extend
the time in a travel status by at least
6 hours more than travel by foreign air
carrier, including accelerated arrival
at the overseas destination or delayed
departure from the overseas origin, as
well as delay at the gateway airport or
other interchange point abroad; or

(C) Where the travel is not part of a
trip to or from the United States, if the
use of a U.S. flag air carrier would ex-
tend the time in a travel status by at
least 6 hours more than traveled by
foreign air carrier including delay at
origin, delay en route and accelerated
arrival at destination.

(iii) Short distance travel. For all short
distance travel, regardless of origin
and destination, U.S. flag air carrier
service will not be considered available
when the elapsed travel time on a
scheduled flight from origin to destina-
tion airport by foreign air carrier is 3
hours or less and service by U.S. flag
air carrier would involve twice the
travel time.

(iv) Travel financed solely with excess
foreign currencies. U.S. flag air carriers
render themselves unavailable by de-
clining to accept payment in foreign
currencies for transportation services
required by certain programs or activi-
ties of the Government which, under
legislative authority, are financed sole-
ly with excess foreign currencies which
may not be converted to U.S. dollars.
In these instances, and notwithstand-
ing the provisions of paragraph
(b)(4)(i)(C) of this section, foreign flag
air carriers that will accept the re-
quired foreign currency may be used to
the extent necessary to accomplish the
mission of the particular program or
activity. The statement of justification
required under paragraph (c)(3) of this
section must indicate that the trans-
portation service needed can be paid
for only in excess foreign currencies
and that otherwise available U.S. flag
air carriers declined to accept payment
in the foreign currencies.

(c) Use of foreign flag air carriers—(1)
Authorization or approval. Expenditures
for commercial foreign air transpor-
tation on foreign air carrier(s) will be
disallowed unless there is attached to
the appropriate voucher a certificate
or memorandum adequately explaining
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why service by U.S. flag air carrier(s)
is not available, or why it was nec-
essary to use a foreign air carrier. The
use of foreign flag air carriers may be
authorized or approved only when U.S.
flag air carrier service is not available
as determined under the guidelines in
paragraph (b) of this section, or when
foreign air carriers are used under the
reciprocal terms of an appropriate bi-
lateral or multilateral agreement as
described in paragraph (c)(2) of this
section, or when use of foreign carriers
is necessary under paragraph (b)(3) of
this section.

(2) Air transport agreements. Nothing
in the guidelines contained in para-
graph (b) of this section shall preclude
and no penalty shall attend the use of
a foreign air carrier which provides
transportation under an air transport
agreement between the United States
and a foreign government, the terms of
which are consistent with the inter-
national aviation policy goals set forth
at 49 U.S.C. App. 1502(b) and provide re-
ciprocal rights and benefits.

(3) Justification statement. A state-
ment executed by the traveler or agen-
cy justifying the use of a foreign flag
air carrier for any part of foreign trav-
el must be entered on or attached to
the travel voucher, transportation re-
quest, or other payment document.
Each request for a change in route or
schedule which involves the use of a
foreign flag air carrier must be accom-
panied by a statement justifying such
use. The following is provided as a
guide for preparing the required jus-
tification statement:

I certify that it (is) (was) necessary for
————————————————————————
(name of traveler or agency)
to use
————————————————————————
(name of foreign flag vessel(s) or foreign flag
air carrier(s))
————————————————————————
(flight identification number)
or to transport ———————————————
(personal effects) (freight)
between ———————————————————
and —————————————————————
en route from ————————————————
to ——————————————————————
on
————————————————————————
(date)
for the following reasons: ——————————

————————————————————————
————————————————————————

(date)

————————————————————————
(Signature of traveler or authorizing officer)

————————————————————————
(Title or position)

————————————————————————
(Organization)

(4) Employee liability for disallowed ex-
penditures. Where the travel is by indi-
rect route or the traveler otherwise
fails to use available U.S. flag air car-
rier service, the amount to be dis-
allowed against the traveler is based on
the loss of revenues suffered by U.S.
flag air carriers as determined under
the following formula set forth and
more fully explained in 56 Comp. Gen.
209 (1977):

Sum of certifi-
cated carrier seg-
ment mileage, au-

thorized ×
Fare payable
by Govern-

mentSum of all seg-
ment mileage, au-

thorized
Minus

Sum of certifi-
cated carrier seg-

ment mileage,
traveled × Through fare

paid
Sum of all seg-
ment mileage,

traveled

[54 FR 20272, May 10, 1989; 54 FR 23563, June
1, 1989, as amended by FTR Amdt. 10, 55 FR
41526, Oct. 12, 1990; FTR Amdt. 26, 57 FR
28633, June 26, 1992]

PART 301–10—TRANSPORTATION
EXPENSES

Subpart A—General

Sec.
301–10.1 Am I eligible for payment of trans-

portation expenses?
301–10.2 What expenses are payable as trans-

portation?
301–10.3 What methods of transportation

may my agency authorize me to use?
301–10.4 How does my agency select the

method of transportation to be used?
301–10.5 What are the presumptions as to

the most advantageous method of trans-
portation?
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301–10.6 What is my liability if I do not
travel by the selected method of trans-
portation?

301–10.7 How should I route my travel?
301–10.8 What is my liability if, for personal

convenience I travel by an indirect route
or interrupt travel by a direct route?

Subpart B—Common Carrier Transportation

301–10.100 What types of common carrier
transportation may I be authorized to
use?

AIRLINE

301–10.106 What are the basic requirements
for using airlines?

USE OF CONTRACT CITY-PAIR FARES

301–10.107 When must I use a contract city-
pair fare?

301–10.108 Are there other situations when I
may use a non-contract fare?

301–10.109 What is my liability for unau-
thorized use of a non-contract carrier
when contract service is available and I
do not meet one of the exceptions for re-
quired use?

301–10.110 May I use contract passenger
transportation service for personal trav-
el?

301–10.111 When may I use a reduced group
or charter fare?

301–10.112 What must I do when different
airlines furnish the same service at dif-
ferent fares?

301–10.113 What must I do if I change or do
not use a common carrier reservation?

301–10.114 What must I do with unused Gov-
ernment Transportation Request(s)
(GTR(s)), ticket(s), or refund applica-
tion(s)?

301–10.115 Am I authorized to receive a re-
fund or credit for unused transportation?

301–10.116 What must I do with compensa-
tion an airline gives me if it denies me a
seat on a plane?

301–10.117 May I keep compensation an air-
line gives me for voluntarily vacating
my seat on my scheduled airline flight
when the airline asks for volunteers?

AIRLINE ACCOMMODATIONS

301–10.121 What classes of airline accom-
modations are available?

301–10.122 What class of airline accommoda-
tions must I use?

301–10.123 When may I use first-class airline
accommodations?

301–10.124 When may I use premium-class
other than first-class airline accom-
modations?

TRAIN

301–10.160 What classes of train accommoda-
tions are available?

301–10.161 What class of train accommoda-
tions must I use?

301–10.162 When may I use first-class train
accommodations?

301–10.163 What is an extra-fare train?
301–10.164 When may I use extra-fare train

service?

SHIP

301–10.180 Must I travel by a U.S. flag ship?
301–10.181 What is my liability if I improp-

erly use a foreign ship?
301–10.182 What classes of ship accommoda-

tions are available?
301–10.183 What class of ship accommoda-

tions must I use?

LOCAL TRANSIT SYSTEM

301–10.190 When may I use a local transit
system (bus, subway, or streetcar)?

Subpart C—Government Vehicle

301–10.200 What types of Government vehi-
cles may my agency authorize me to use?

301–10.201 For what purposes may I use a
Government vehicle other than a Gov-
ernment aircraft?

301–10.202 What is my liability for unau-
thorized use of a Government vehicle?

GOVERNMENT AUTOMOBILES

301–10.220 What requirements must I meet
to operate a Government automobile for
official travel?

GOVERNMENT AIRCRAFT

301–10.260 When may I use a Government
aircraft for travel?

301–10.261 What requirements must I meet
to operate a Government aircraft?

301–10.262 What is my liability for unau-
thorized use of a Government aircraft?

Subpart D—Privately Owned Vehicle (POV)

301–10.300 When may I use a POV for official
travel?

301–10.301 How do I compute my mileage re-
imbursement?

301–10.302 How do I determine distance
measurements for my travel?

301–10.303 What am I reimbursed when use
of a POV is determined by my agency to
be advantageous to the Government?

301–10.304 What expenses are allowable in
addition to the allowances prescribed in
§ 301–10.303?

301–10.305 How is reimbursement handled if
another person(s) travels in a POV with
me?

301–10.306 What will be reimbursed if I am
authorized to use a POV instead of a taxi
for round-trip travel between my resi-
dence and office on a day of travel re-
quiring an overnight stay?
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301–10.307 What will I be reimbursed if I use
a POV to transport other employees?

301–10.308 What will I be reimbursed if I
park my POV at a common carrier ter-
minal while I am away from my official
station?

301–10.309 What will I be reimbursed if I am
authorized to use common carrier trans-
portation and I use a POV instead?

301–10.310 What will I be reimbursed if I am
authorized to use a Government auto-
mobile and I use a privately owned auto-
mobile instead?

Subpart E—Special Conveyances

301–10.400 What types of special convey-
ances may my agency authorize me to
use?

301–10.401 What types of charges are reim-
bursable for use of a special conveyance?

301–10.402 What will I be reimbursed if I am
authorized to use a special conveyance
and I use a POV instead?

301–10.403 What is the difference between a
Government aircraft and an aircraft
hired as a special conveyance?

TAXICABS, SHUTTLE SERVICES, OR OTHER
COURTESY TRANSPORTATION

301–10.420 When may I use a taxi or shuttle
service?

301–10.421 How much will my agency reim-
burse me for a tip to a taxi, shuttle serv-
ice, or courtesy transportation driver?

RENTAL AUTOMOBILES

301–10.450 When can I use a rental vehicle?
301–10.451 May I be reimbursed for the cost

of collision damage waiver (CDW) or
theft insurance?

301–10.452 May I be reimbursed for personal
accident insurance?

301–10.453 What is my liability for unau-
thorized use of a rental automobile ob-
tained with Government funds?

AUTHORITY: 5 U.S.C. 5707; 40 U.S.C. 486 (c);
49 U.S.C. 40118.

SOURCE: 63 FR 15955, Apr. 1, 1998, unless
otherwise noted.

Subpart A—General

§ 301–10.1 Am I eligible for payment of
transportation expenses?

Yes, when performing official travel,
including local travel.

§ 301–10.2 What expenses are payable
as transportation?

Fares, rental fees, mileage payments,
and other expenses related to transpor-
tation.

§ 301–10.3 What methods of transpor-
tation may my agency authorize me
to use?

Your agency may authorize:
(a) Common carrier transportation

(e.g., aircraft, train, bus, ship, or local
transit system) under Subpart B;

(b) Government vehicle under Sub-
part C;

(c) POV under Subpart D; or
(d) Special conveyance (e.g., taxi or

commercial automobile) under Subpart
E.

§ 301–10.4 How does my agency select
the method of transportation to be
used?

Your agency must select the method
most advantageous to the Government,
when cost and other factors are consid-
ered. Under 5 U.S.C. 5733, travel must
be by the most expeditious means of
transportation practicable and com-
mensurate with the nature and purpose
of your duties. In addition, your agen-
cy must consider energy conservation,
total cost to the Government (includ-
ing costs of per diem, overtime, lost
worktime, and actual transportation
costs), total distance traveled, number
of points visited, and number of travel-
ers.

§ 301–10.5 What are the presumptions
as to the most advantageous meth-
od of transportation?

(a) Common carrier. Travel by com-
mon carrier is presumed to be the most
advantageous method of transportation
and must be used when reasonably
available.

(b) Government automobile. When your
agency determines that your travel
must be performed by automobile, a
Government automobile is presumed to
be the most advantageous method of
transportation.

§ 301–10.6 What is my liability if I do
not travel by the selected method of
transportation?

If you do not travel by the method of
transportation required by regulation
or selected by your agency, any addi-
tional expenses you incur will be borne
by you.
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§ 301–10.7 How should I route my trav-
el?

You must travel to your destination
by the usually traveled route unless
your agency authorizes or approves a
different route as officially necessary.

§ 301–10.8 What is my liability if, for
personal convenience, I travel by
an indirect route or interrupt trav-
el by a direct route?

Your reimbursement will be limited
to the cost of travel by a direct route
or on an uninterrupted basis. You will
be responsible for any additional costs.

Subpart B—Common Carrier
Transportation

§ 301–10.100 What types of common
carrier transportation may I be au-
thorized to use?

You may be authorized to use airline,
train, ship, bus, or local transit sys-
tem.

AIRLINE

§ 301–10.106 What are the basic re-
quirements for using airlines?

The requirements for using airlines
fall into three categories:

(a) Using contract carriers, when
available;

(b) Using coach class service, unless
premium class or first-class service is
authorized;

(c) Using U.S. flag air carrier or
(ship) service, unless use of foreign air
carrier or (ship) is authorized.

[63 FR 15955, Apr. 1, 1998; 63 FR 35537, June 30,
1998]

USE OF CONTRACT CITY-PAIR FARES

§ 301–10.107 When must I use a con-
tract city-pair fare?

You must always use a contract city-
pair fare, if such fare is available to
you unless one or more of the following
conditions exist:

(a) Seating space on the scheduled
contract flight is not available in time
to accomplish the purpose of travel, or
use of contract service would require
you to incur unnecessary overnight
lodging costs which would increase the
total cost of the trip; or

(b) The contract’s flight schedule is
inconsistent with explicit policies of
individual Federal departments and
agencies or other mandatory users of
scheduling employee travel during nor-
mal working hours; or

(c) A non-contract carrier offers a
lower fare available to the general pub-
lic, the use of which will result in a
lower total trip cost to the Govern-
ment or other mandatory user. This de-
termination should be based on a cost
comparison to include the combined
cost of transportation, lodging, meals
and related expenses.

NOTE TO PARAGRAPH (C). This exception
does not apply if a contract carrier offers a
comparable fare and has seats available at
that fare, or if the lower fare offered by a
non-contract carrier is restricted to Govern-
ment and military travelers on official busi-
ness and may only be purchased with a GTR,
contractor issued charge card or centrally
billed account (e.g., YDG, MDG, ODG, VDG,
and similar fares).

(d) Rail service is available, and such
service is cost effective and is consist-
ent with the mission.

§ 301–10.108 Are there other situations
when I may use a non-contract
fare?

You may also use a non-contract fare
such as a through fare, special fare,
commutation fare, excursion fare or re-
duced-rate round-trip fare in the fol-
lowing circumstances:

(a) Your agency determines prior to
your travel that this type of service is
practical and economical to the Gov-
ernment; and

(b) In the case of a fare that is re-
stricted or has specific eligibility re-
quirements, you know or reasonably
can anticipate, based on the travel as
planned, that you will use the ticket.

§ 301–10.109 What is my liability for
unauthorized use of a non-contract
carrier when contract service is
available and I do not meet one of
the exceptions for required use?

Any additional costs or penalties in-
curred by you resulting from unauthor-
ized use of non-contract service are
borne by you.
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§ 301–10.110 May I use contract pas-
senger transportation service for
personal travel?

No.

§ 301–10.111 When may I use a reduced
group or charter fare?

You may use a reduced group or
charter fare when your agency has de-
termined on an individual case basis
prior to your travel that use of such a
fare is economical to the Government
and will not interfere with the conduct
of official business.

§ 301–10.112 What must I do when dif-
ferent airlines furnish the same
service at different fares?

When there is no contract fare, and
common carriers furnish the same
service at different fares between the
same points for the same type of ac-
commodations, you must use the low-
est cost service unless your agency de-
termines that the use of higher cost
service is more advantageous to the
Government.

§ 301–10.113 What must I do if I change
or do not use a common carrier res-
ervation?

If you know you will change or not
use your reservation, you must take
action to change or cancel it as pre-
scribed by your agency. Also, you must
report all changes of your reservation
according to your agency’s procedures
in an effort to prevent losses to the
Government. Failure to do so may sub-
ject you to liability for any resulting
losses.

§ 301–10.114 What must I do with un-
used Government Transportation
Request(s)(GTR(s)), ticket(s) or re-
fund application(s)?

You must submit any unused GTR(s),
unused ticket coupon(s), or refund ap-
plication(s) to your agency in accord-
ance with your agency’s procedures.

§ 301–10.115 Am I authorized to re-
ceive a refund or credit for unused
transportation?

No. You are not authorized to receive
a refund, credit, or any other nego-
tiable document from a carrier for un-
furnished services (except as provided
in § 301–10.117) or any portion of an un-
used ticket issued in exchange for a

GTR or billed to an agency’s centrally
billed account. However, any charges
billed directly to your individually
billed Government charge card should
be credited to your account.

[63 FR 15955, Apr. 1, 1998; 63 FR 35537, June 30,
1998]

§ 301–10.116 What must I do with com-
pensation an airline gives me if it
denies me a seat on a plane?

If you are performing official travel
and a carrier denies you a confirmed
reserved seat on a plane, you must give
your agency any payment you receive
for liquidated damages. You must en-
sure the carrier shows the ‘‘Treasurer
of the United States’’ as payee on the
compensation check and then forward
the payment to the appropriate agency
official.

§ 301–10.117 May I keep compensation
an airline gives me for voluntarily
vacating my seat on my scheduled
airline flight when the airline asks
for volunteers?

Yes:
(a) If voluntarily vacating your seat

will not interfere with performing your
official duties; and

(b) If additional travel expenses, in-
curred as a result of vacating your
seat, are borne by you and are not re-
imbursed; but

(c) If volunteering delays your travel
during duty hours, your agency will
charge you with annual leave for the
additional hours.

AIRLINE ACCOMMODATIONS

§ 301–10.121 What classes of airline ac-
commodations are available?

(a) Coach-class—The basic class of
accommodations offered to travelers
that is available to all passengers re-
gardless of fare paid. This term applies
when an airline offers two or more
classes of accommodations, which in-
cludes tourist or economy.

(b) Premium-class—Any class of ac-
commodations above coach, e.g., first
or business.

(c) First-class—The highest class of
accommodations on a multiple-class
airline flight. When an airline flight
only has two classes of accommoda-
tions, the higher-class, regardless of
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the term used for that class, is consid-
ered to be first class.

(d) Premium-class other than first-
class—Any class of accommodations
between coach-class and first-class,
e.g., business-class.

(e) Single-class—This term applies
when an airline offers only one class of
accommodation to all travelers.

§ 301–10.122 What class of airline ac-
commodations must I use?

For official business travel, both do-
mestic and international, you must use
coach-class accommodations, except as
provided under § § 301–10.123 and 301–
10.124.

§ 301–10.123 When may I use first-class
airline accommodations?

Only when your agency specifically
authorizes/approves your use of first-
class accommodations under paragraph
(a) through (d) of this section.

(a) No other coach-class or premium-
class other than first-class accommo-
dation is reasonably available. ‘‘Rea-
sonably available’’ means available on
an airline that is scheduled to leave
within 24 hours of your proposed depar-
ture time, or scheduled to arrive with-
in 24 hours of your proposed arrival
time.

(b) When use of first-class is nec-
essary to accommodate a disability or
other special need. A disability must be
substantiated in writing by a com-
petent medical authority. A special
need must be substantiated in writing
according to your agency’s procedures.
If you are authorized under § 301–13.3(a)
of this chapter to have an attendant
accompany you, your agency also may
authorize the attendant to use first-
class accommodations if you require
the attendant’s services en route.

(c) When exceptional security cir-
cumstances require first-class travel.
Exceptional security circumstances are
determined by your agency and in-
clude, but are not limited to:

(1) Use of other than first-class ac-
commodations would endanger your
life or Government property;

(2) You are an agent on protective de-
tail and you are accompanying an indi-
vidual authorized to use first-class ac-
commodations; or

(3) You are a courier or control offi-
cer accompanying controlled pouches
or packages.

(d) When required because of agency
mission.

§ 301–10.124 When may I use premium-
class other than first-class airline
accommodations?

Only when your agency specifically
authorizes/approves your use of such
accommodations under paragraphs (a)
through (i) of this section.

(a) Regularly scheduled flights be-
tween origin/destination points (includ-
ing connecting points) provide only
premium-class accommodations and
you certify such on your voucher; or

(b) No space is available in coach-
class accommodations in time to ac-
complish the mission, which is urgent
and cannot be postponed; or

(c) When use of premium-class other
than first-class accommodations is
necessary to accommodate your dis-
ability or other special need. Disability
must be substantiated in writing by a
competent medical authority. Special
need must be substantiated in writing
according to your agency’s procedures.
If you are authorized under § 301–13.3(a)
of this chapter to have an attendant
accompany you, your agency also may
authorize the attendant to use pre-
mium-class other than first-class ac-
commodations if you require the at-
tendant’s services en route; or

(d) Security purposes or exceptional
circumstances as determined by your
agency make the use of premium-class
other than first-class accommodations
essential to the successful performance
of the agency’s mission; or

(e) Coach-class accommodations on
an authorized/approved foreign air car-
rier do not provide adequate sanitation
or health standards; or

(f) The use results in an overall cost
savings to the Government by avoiding
additional subsistence costs, overtime,
or lost productive time while awaiting
coach-class accommodations; or

(g) You are able to obtain the accom-
modations as an upgrade through the
redemption of frequent traveler bene-
fits in accordance with your agency’s
policies; or

(h) Your transportation costs are
paid in full through agency acceptance
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of payment from a non-federal source
in accordance with chapter 304 of this
title; or

(i) Where the origin and/or destina-
tion is OCONUS and the scheduled
flight time is in excess of 14 hours. In
this instance you will not be eligible
for a rest stop en route or a rest period
upon arrival at your duty site.

TRAIN

§ 301–10.160 What classes of train ac-
commodations are available?

(a) Coach-class—The basic class of ac-
commodations offered by a rail carrier
to passengers that includes a level of
service available to all passengers re-
gardless of the fare paid. Coach-class
includes reserved coach accommoda-
tions as well as slumber coach accom-
modations when overnight train travel
is involved.

(b) Slumber coach—Includes slumber
coach accommodations on trains offer-
ing such accommodations, or the low-
est level of sleeping accommodations
available on a train that does not offer
slumber coach accommodations.

(c) First-class—Includes bedrooms,
roomettes, club service, parlor car ac-
commodations, or other premium ac-
commodations.

§ 301–10.161 What class of train accom-
modations must I use?

You must use coach-class accom-
modations for all train travel, except
when your agency authorizes first-class
service.

§ 301–10.162 When may I use first-class
train accommodations?

Only when your agency specifically
authorizes/approves your use of first-
class train accommodations under
paragraphs (a) through (d) of this sec-
tion.

(a) No coach-class accommodations
are reasonably available. ‘‘Reasonably
available’’ means available and sched-
uled to leave within 24 hours of the em-
ployee’s proposed departure time, or
scheduled to arrive within 24 hours of
the employee’s proposed arrival time.

(b) When use of first-class is nec-
essary to accommodate a disability or
other special need. A disability must be
substantiated in writing by competent

medical authority. A special need must
be substantiated in writing according
to your agency’s procedures. If you are
authorized under § 301–13.3(a) of this
chapter to have an attendant accom-
pany you, your agency also may au-
thorize the attendant to use first-class
accommodations if you require the at-
tendant’s services en route.

(c) When exceptional security cir-
cumstances require first-class travel.
Exceptional security circumstances in-
clude, but are not limited to:

(1) Use of other than first-class ac-
commodations would endanger your
life or Government property;

(2) You are an agent on protective de-
tail and you are accompanying an indi-
vidual authorized to use first-class ac-
commodations; or

(3) You are a courier or control offi-
cer accompanying controlled pouches
or packages.

(d) Inadequate foreign coach-class
train accommodations. When coach-
class train accommodations on a for-
eign rail carrier do not provide ade-
quate sanitation or health standards.

§ 301–10.163 What is an extra-fare
train?

A train that operates at an increased
fare due to the extra performance of
the train (i.e., faster speed or fewer
stops).

§ 301–10.164 When may I use extra-fare
train service?

You may travel coach-class on an
extra-fare train whenever your agency
determines it is more advantageous to
the Government or is required for secu-
rity reasons. The use of AMTRAK
Metroliner coach accommodations is
advantageous to the Government; AM-
TRAK Metroliner Club Service, how-
ever, is a first-class accommodation
and may be authorized/approved only
as provided in § 301–10.162.

[63 FR 15955, Apr. 1, 1998; 63 FR 35537, June 30,
1998]

SHIP

§ 301–10.180 Must I travel by a U.S.
flag ship?

Yes, when a U.S. flag ship is avail-
able unless the necessity of the mission
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requires the use of a foreign ship. (See
46 U.S.C. App. Sec. 1241.)

§ 301–10.181 What is my liability if I
improperly use a foreign ship?

You are required to travel by U.S.
flag ship for the entire trip, unless use
of a foreign ship has been authorized by
your agency. Any cost that is attrib-
uted to improper or unauthorized use
of a foreign ship is your responsibility.

[63 FR 15955, Apr. 1, 1998; 63 FR 35537, June 30,
1998]

§ 301–10.182 What classes of ship ac-
commodations are available?

Accommodations on ships vary ac-
cording to deck levels.

(a) First-class—All classes above the
lowest first class, includes but is not
limited to a suite.

(b) Lowest first class—The least expen-
sive first class of reserved accommoda-
tions available on a ship.

§ 301–10.183 What class of ship accom-
modations must I use?

You must use the lowest first class
accommodations when traveling by
ship, except when your agency specifi-
cally authorizes/approves your use of
first-class ship accommodations under
paragraphs (a) through (c) of this sec-
tion.

(a) Lowest first class accommoda-
tions are not available on the ship.

(b) When use of first-class is nec-
essary to accommodate a disability or
other special need. Disability must be
substantiated in writing by competent
medical authority. Special need must
be substantiated in writing according
to your agency’s procedures. If you are
authorized under § 301–13.3(a) of this
chapter to have an attendant accom-
pany you, your agency also may au-
thorize the attendant to use first-class
accommodations if you require the at-
tendant’s services en route.

(c) When exceptional security cir-
cumstances require first-class travel.
Exceptional security circumstances in-
clude, but are not limited to:

(1) The use of lowest first class ac-
commodations would endanger your
life or Government property; or

(2) You are an agent on protective de-
tail and you are accompanying an indi-

vidual authorized to use first-class ac-
commodations; or

(3) You are a courier or control offi-
cer accompanying controlled pouches
or packages.

LOCAL TRANSIT SYSTEM

§ 301–10.190 When may I use a local
transit system (bus, subway, or
streetcar)?

(a) To, from, and between places of
work. The use of bus, subway, or
streetcar is an allowable expense for
local travel between places of business
at your official station or a TDY sta-
tion, and between places of lodging and
place of business at a TDY station.

(b) To places where meals can be ob-
tained. Where the nature and location
of the work at your TDY station are
such that meals cannot be obtained
there, travel to obtain meals at the
nearest available place is an allowable
expense. You must, however, attach a
statement to your travel voucher ex-
plaining why such travel was nec-
essary.

Subpart C—Government Vehicle

§ 301–10.200 What types of Government
vehicles may my agency authorize
me to use?

You may be authorized to use:
(a) A Government automobile in ac-

cordance with § 301–10.220;
(b) A Government aircraft in accord-

ance with § 301–10.260 through § 301–
10.262 of this part; and

(c) Other type of Government vehicle
in accordance with any Government-
issued rules governing its use.

[63 FR 15955, Apr. 1, 1998; 63 FR 35537, June 30,
1998]

§ 301–10.201 For what purposes may I
use a Government vehicle other
than a Government aircraft?

Only for official purposes which in-
clude transportation:

(a) Between places of official busi-
ness;

(b) Between such places and places of
temporary lodging when public trans-
portation is unavailable or its use is
impractical;

(c) Between either paragraphs (a) or
(b) of this section and restaurants,

VerDate 11<SEP>98 14:33 Sep 23, 1998 Jkt 179167 PO 00000 Frm 00024 Fmt 8010 Sfmt 8010 Y:\SGML\179167T.XXX pfrm01 PsN: 179167T



33

Temp. Duty Travel Allowances § 301–10.303

drug stores, barber shops, places of
worship, cleaning establishments, and
similar places necessary for the suste-
nance, comfort, or health of the em-
ployee to foster the continued efficient
performance of Government business;
or

(d) As otherwise authorized by your
agency under 31 U.S.C. 1344.

§ 301–10.202 What is my liability for
unauthorized use of a Government
vehicle?

You are responsible for any addi-
tional cost resulting from unauthorized
use of a Government vehicle and you
may be subject to administrative and/
or criminal liability for misuse of Gov-
ernment property.

GOVERNMENT AUTOMOBILES

§ 301–10.220 What requirements must I
meet to operate a Government auto-
mobile for official travel?

You must possess a valid State, Dis-
trict of Columbia, or territorial motor
vehicle operator’s license and have a
travel authorization specifically au-
thorizing the use of a Government-fur-
nished automobile.

GOVERNMENT AIRCRAFT

§ 301–10.260 When may I use a Govern-
ment aircraft for travel?

Only for official purposes in accord-
ance with 41 CFR 101–37.402.

§ 301–10.261 What requirements must I
meet to operate a Government air-
craft?

You must meet the aircrew qualifica-
tion and certification requirements
contained in 41 CFR 101–37.1212.

§ 301–10.262 What is my liability for
unauthorized use of a Government
aircraft?

You will be personally responsible for
any additional cost resulting from un-
authorized use of the aircraft as pro-
vided in 41 CFR 101–37.402 and 101–
37.403, and you may be subject to ad-
ministrative and/or criminal liability
for misuse of Government property.

[63 FR 15955, Apr. 1, 1998; 63 FR 35537, June 30,
1998]

Subpart D—Privately Owned
Vehicle (POV)

§ 301–10.300 When may I use a POV for
official travel?

When authorized by your agency.

§ 301–10.301 How do I compute my
mileage reimbursement?

You compute mileage reimbursement
by multiplying the distance traveled,
determined under § 301–10.302 of this
subpart by the applicable mileage rate
prescribed in § 301–10.303 of this sub-
part.

§ 301–10.302 How do I determine dis-
tance measurements for my travel?

If you travel by The distance between your origin and destination is

Privately owned automobile or privately
owned motorcycle.

As shown in standard highway mileage guides, or the actual miles driven as deter-
mined from odometer readings.

Privately owned aircraft ............................... As determined from airway charts issued by the National Oceanic and Atmospheric
Administration, Department of Commerce. You may include in your travel claim
with an explanation any additional air mileage resulting from a detour necessary
due to adverse weather, mechanical difficulty, or other unusual conditions. If a
required deviation is such that airway mileage charts are not adequate to deter-
mine distance, you may use the formula of flight time multiplied by cruising
speed of the aircraft to determine distance.

§ 301–10.303 What am I reimbursed
when use of a POV is determined
by my agency to be advantageous to
the Government?

For use of a Your reimbursement is

Privately-owned aircraft (e.g., helicopter, except an airplane) ....................................... Actual cost of operation (i.e., fuel, oil,
plus the additional expenses listed in
§ 301–10.304).
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For use of a Your reimbursement is

Privately-owned airplane ................................................................................................ 85 cents per mile
Privately-owned automobile ........................................................................................... 31 cents per mile
Privately-owned motorcycle ............................................................................................ 25 cents per mile

§ 301–10.304 What expenses are allow-
able in addition to the allowances
prescribed in § 301–10.303?

Following is a chart listing the reim-
bursable and non-reimbursable ex-
penses:

Reimbursable expenses Non-reimbursable expenses

Parking fees; ferry fees; bridge, road, and tunnel fees; and air-
craft or airplane parking, landing, and tie-down fees.

Charges for repairs, depreciation, replacements, grease, oil,
antifreeze, towage and similar speculative expenses.

§ 301–10.305 How is reimbursement
handled if another person(s) travels
in a POV with me?

If another employee(s) travels with
you on the same trip in the same POV,
mileage is payable to only one of you.
No deduction will be made from your
mileage allowance if other passengers
contribute to defraying your expenses.

§ 301–10.306 What will be reimbursed
if I am authorized to use a POV in-
stead of a taxi for round-trip travel
between my residence and office on
a day of travel requiring an over-
night stay?

If determined advantageous to the
Government, you will be reimbursed on
a mileage basis plus other allowable
costs for round-trip travel on the be-
ginning and/or ending of travel between
the points involved.

§ 301–10.307 What will I be reimbursed
if I use a POV to transport other
employees?

Using a POV to transport other em-
ployees is strictly voluntary and you
may be reimbursed in accordance with
§ 301–10.305.

§ 301–10.308 What will I be reimbursed
if I park my POV at a common car-
rier terminal while I am away from
my official station?

Your agency may reimburse your
parking fee as an allowable transpor-
tation expense not to exceed the cost of
taxi fare to/from the terminal.

§ 301–10.309 What will I be reimbursed
if I am authorized to use common
carrier transportation and I use a
POV instead?

You will be reimbursed on a mileage
basis (see § 301–10.303), plus per diem,
not to exceed the total constructive
cost of the authorized method of com-
mon carrier transportation plus per
diem. Your agency must determine the
constructive cost of transportation and
per diem by common carrier under the
rules in § 301–10.310.

§ 301–10.310 What will I be reimbursed
if I am authorized to use a Govern-
ment automobile and I use a pri-
vately owned automobile instead?

(a) Reimbursement based on Govern-
ment costs—Unless you are committed
to using a Government vehicle as pro-
vided in paragraph (b) of this section,
your reimbursement will be limited to
the cost that would be incurred for use
of a Government automobile, which in
CONUS is 23.5 cents per mile. If your
agency determines the cost of provid-
ing a Government automobile would be
higher because of unusual cir-
cumstances, it may allow reimburse-
ment not to exceed the mileage rate
provided in § 301–10.303 for a privately
owned automobile.

In addition, you may be reimbursed
other allowable expenses as provided in
§ 301–10.304.

(b) Partial reimbursement when you are
committed to use a Government owned
automobile—When you are committed
to use a Government automobile or
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would not ordinarily be authorized to
use a privately owned automobile due
to the availability of a Government
automobile, but nevertheless request
to use a privately owned automobile,
you will be reimbursed 10.5 cents per
mile. This is the approximate cost of
operating a Government automobile,
fixed costs excluded. In addition, park-
ing fees, bridge, road and tunnel fees
are reimbursable.

Subpart E—Special Conveyances
§ 301–10.400 What types of special con-

veyances may my agency authorize
me to use?

Your agency may authorize/approve
use of:

(a) Taxicabs as specified in §§ 301–
10.420 through 301–10.421 of this chapter;

(b) Commercial rental automobiles as
specified in §§ 301–10.450 through 301–
10.453 of this chapter; or

(c) Any other special conveyance
when determined to be advantageous to
the Government.

§ 301–10.401 What types of charges are
reimbursable for use of a special
conveyance?

Actual expenses that your agency de-
termines are necessary, including, but
not limited to:

(a) Gasoline and oil;
(b) Rental of a garage, hangar, or

boathouse;
(c) Feeding and stabling of horses;
(d) Per diem of operator; and
(e) Ferriage, tolls, etc.

§ 301–10.402 What will I be reimbursed
if I am authorized to use a special
conveyance and I use a POV in-
stead?

You will be reimbursed the mileage
cost for the use of your POV, and addi-
tional expenses such as parking fees,
bridge, road and tunnel fees, not to ex-
ceed the constructive cost of the spe-
cial conveyance.

§ 301–10.403 What is the difference be-
tween a Government aircraft and
an aircraft hired as a special con-
veyance?

A Government aircraft is any air-
craft owned, leased, chartered, or
rented and operated by the Govern-
ment. An aircraft hired as a special

conveyance is an aircraft that you, in
your private capacity, rent, lease, or
charter and operate.

TAXICABS, SHUTTLE SERVICES, OR OTHER
COURTESY TRANSPORTATION

§ 301–10.420 When may I use a taxi or
shuttle service?

(a) For local travel. When your agency
authorizes/approves the use of a taxi
for the following, local travel is reim-
bursable:

(1) Between places of business at an
official or TDY station;

(2) Between a place of lodging and a
place of business at a temporary duty
station; and

(3) To obtain meals at the nearest
available place where the nature and
location of the work at a TDY station
are such that meals cannot be obtained
there.

(b) To and from a carrier terminal. (1)
General authorization. Except as pro-
vided in paragraph (b)(2) of this sec-
tion, you will be reimbursed the usual
fare plus tip for use of a taxicab or
shuttle services in the following situa-
tions:

(i) Between a common carrier or
other terminal and either your home or
place of business at your official sta-
tion, or your place of business or lodg-
ing at a TDY station; or

(ii) Between the carrier terminal and
shuttle terminal.

(2) Courtesy transportation. You
should use courtesy transportation
service furnished by hotels/motels to
the maximum extent possible as a first
source of transportation between a
place of lodging at the TDY station and
a common carrier terminal. You will
be reimbursed for tips when you use
courtesy transportation service.

(3) Restrictions. When appropriate,
your agency will restrict or place a
monetary limit on the amount of reim-
bursement for the use of taxicabs under
this paragraph when:

(i) Suitable Government or common
carrier transportation service, includ-
ing shuttle service, is available for all
or part of the distance involved; or

(ii) Courtesy transportation service
is provided by hotels/motels between
the place of lodging at the TDY station
and the common carrier terminal.
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(c) Between residence and office on day
you perform official travel. In addition to
use of a taxi under paragraph (b) of this
section, your agency may authorize/ap-
prove reimbursement of the usual taxi-
cab fare plus tip in the following situa-
tions:

(1) From your home to your office on
the day you depart the office on an of-
ficial trip requiring at least one night’s
lodging; and

(2) From your office to your home on
the day you return to the office from
your trip.

(d) Between residence and office in
cases of necessity. Your agency may au-
thorize/approve the usual taxicab fare
plus tip for travel between your office
and home when you perform official
business at your official station and:

(1) You are dependent on public
transportation for officially ordered
work outside regular working hours;
and

(2) The travel between your office
and home is during hours of infre-
quently scheduled public transpor-
tation or darkness.

[63 FR 15955, Apr. 1, 1998; 63 FR 35537, June 30,
1998]

§ 301–10.421 How much will my agency
reimburse me for a tip to a taxi,
shuttle service, or courtesy trans-
portation driver?

An amount which your agency deter-
mines to be reasonable.

RENTAL AUTOMOBILES

§ 301–10.450 When can I use a rental
vehicle?

Your agency must determine that
use of a rental vehicle is advantageous
to the Government and must specifi-
cally authorize such use.

§ 301–10.451 May I be reimbursed for
the cost of collision damage waiver
(CDW) or theft insurance?

(a) General rule—no. You will not be
reimbursed for CDW or theft insurance
for travel within CONUS for the follow-
ing reasons:

(1) The Government is a self-insurer.
(2) Rental vehicles available under

agreement(s) with the Government in-
cludes full coverage insurance for dam-
ages resulting from an accident while
performing official travel.

(3) Any deductible amount paid by
you may be reimbursed directly to you
or directly to the rental agency if the
damage occurred while you were per-
forming official business.

(b) Exception. You will be reimbursed
for collision damage waiver or theft in-
surance when you travel outside
CONUS and such insurance is nec-
essary because the rental or leasing
agency requirements, foreign statute,
or legal procedures could cause ex-
treme difficulty for an employee in-
volved in an accident.

§ 301–10.452 May I be reimbursed for
personal accident insurance?

No. That is a personal expense and is
not reimbursable.

§ 301–10.453 What is my liability for
unauthorized use of a rental auto-
mobile obtained with Government
funds?

You are responsible for any addi-
tional cost resulting from the unau-
thorized use of a commercial rental
automobile for other than official trav-
el-related purposes.

PART 301–11—PER DIEM EXPENSES

Subpart A—General Rules

Sec.
301–11.1 When am I eligible for an allowance

(per diem or actual expense)?
301–11.2 Will I be reimbursed for per diem

expenses if my official travel is 12 hours
or less?

301–11.3 Must my agency pay an allowance
(either a per diem allowance or actual
expense)?

301–11.4 May I be reimbursed actual expense
and per diem on the same trip?

301–11.5 How will my per diem expenses be
reimbursed?

301–11.6 Where do I find maximum per diem
and actual expense rates?

301–11.7 What determines my maximum per
diem reimbursement rate?

301–11.8 What is the maximum per diem rate
I will receive if lodging is not available
at my TDY location?

301–11.9 When does per diem or actual ex-
pense entitlement start/stop?

301–11.10 Am I required to record departure/
arrival dates and times on my travel
claim?

301–11.11 May I stay in a lodging facility of
my choice?

301–11.12 How does the type of lodging I se-
lect affect my reimbursement?
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301–11.13 How does sharing a room with an-
other person affect my per diem reim-
bursement?

301–11.14 How is my daily lodging rate com-
puted when I rent lodging on a long-term
basis?

301–11.15 What expenses may be considered
part of the daily lodging cost when I rent
on a long-term basis?

301–11.16 What reimbursement will I receive
if I prepay my lodging expenses and my
TDY is curtailed, canceled, or inter-
rupted for official purposes or for other
reasons beyond my control that are ac-
ceptable to my agency?

301–11.17 If my agency authorizes per diem
reimbursement, will it reduce my M&IE
allowance for a meal(s) provided by a
common carrier or for a complimentary
meal(s) provided by a hotel/motel?

301–11.18 What M&IE rate will I receive if a
meal(s) is furnished at nominal or no
cost by the Government or is included in
the registration fee?

301–11.19 How is my per diem calculated
when I travel across the international
dateline (IDL)?

301–11.20 May my agency authorize a rest
period for me while I am traveling?

301–11.21 Will I be reimbursed for per diem
or actual expenses on leave or non-work-
days (weekend, legal Federal Govern-
ment holiday, or other scheduled non-
workdays) while I am on official travel?

301–11.22 Am I entitled to per diem or actual
expense reimbursement if I am required
to return to my official station on a non-
workday?

301–11.23 Are there any other circumstances
when my agency may reimburse me to
return home or to my official station for
non-workdays during a TDY assignment?

301–11.24 What reimbursement will I receive
if I voluntarily return home or to my of-
ficial station on non-workdays during
my TDY assignment?

301–11.25 Must I provide receipts to substan-
tiate my claimed travel expenses?

301–11.26 How do I get a per diem rate in-
creased?

301–11.27 Are taxes included in the lodging
portion of the Government per diem
rate?

301–11.28 As a traveler on official business,
am I required to pay applicable lodging
taxes?

301–11.29 Are lodging facilities required to
accept a generic federal, state or local
tax exempt certificate?

301–11.30 What is my option if the Govern-
ment lodging rate plus applicable taxes
exceeds my lodging reimbursement?

Subpart B—Lodgings-Plus Per Diem

Sec.
301–11.100 What will I be paid for lodging

under Lodgings-plus per diem?
301–11.101 What allowance will I be paid for

M&IE?
301–11.102 What is the applicable M&IE

rate?

Subpart C—Reduced Per Diem

Sec.
301–11.200 Under what circumstances may

my agency prescribe a reduced per diem
rate lower than the prescribed maxi-
mum?

Subpart D—Actual Expense

Sec.
301–11.300 When is actual expense reim-

bursement warranted?
301–11.301 Who in my agency can authorize/

approve my request for actual expense?
301–11.302 When should I request authoriza-

tion for reimbursement under actual ex-
pense?

301–11.303 What is the maximum amount
that I may be reimbursed under actual
expense?

301–11.304 What if my expenses are less than
the authorized amount?

301–11.305 What if my actual expenses ex-
ceed the 300 percent ceiling?

301–11.306 What expenses am I required to
itemize under actual expense?

AUTHORITY: 5 U.S.C. 5707.

SOURCE: 63 FR 15961, Apr. 1, 1998, unless
otherwise noted.

Subpart A—General Rules
§ 301–11.1 When am I eligible for an al-

lowance (per diem or actual ex-
pense)?

When:
(a) You perform official travel away

from your official station, or other
areas defined by your agency;

(b) You incur per diem expenses while
performing official travel; and

(c) You are in a travel status for
more than 12 hours.

§ 301–11.2 Will I be reimbursed for per
diem expenses if my official travel
is 12 hours or less?

No.

§ 301–11.3 Must my agency pay an al-
lowance (either a per diem allow-
ance or actual expense)?

Yes, unless:
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(a) You perform travel to a training
event under the Government Employ-
ees Training Act (5 U.S.C. 4101–4118),
and you agree not to be paid per diem
expenses; or

(b) You perform pre-employment
interview travel, and the interviewing
agency does not authorize payment of
per diem expenses.

§ 301–11.4 May I be reimbursed actual
expense and per diem on the same
trip?

Yes, you may be reimbursed both ac-
tual expense and per diem during a sin-
gle trip, but only one method of reim-
bursement may be authorized for any

given calendar day except as provided
in § 301–11.305 or § 301–11.306. Your agen-
cy must determine when the transition
between the reimbursement methods
occurs.

§ 301–11.5 How will my per diem ex-
penses be reimbursed?

Under one of the following methods
for each day (or fraction thereof) you
are in a travel status:

(a) Lodgings-plus per diem method;
(b) Reduced per diem method; or
(c) Actual expense method.

§ 301–11.6 Where do I find maximum
per diem and actual expense rates?

For travel in Rates set by For per diem and actual expense see

Continental United States
(CONUS).

General Services Administra-
tion.

For Per Diem see Federal Travel Regulation 41 CFR chapter
301, Appendix A, or Internet at http://Policyworks.gov/
perdiem; for actual expense see 41 CFR 301–11.303 and
301–11.305.

Non-foreign areas ..................... Department of Defense (Per
Diem, Travel and Transpor-
tation Allowance Committee
(PDTATAC)).

Per Diem Bulletins issued by PDTATAC and published peri-
odically in the FEDERAL REGISTER or Internet at http://www.
dtic.mil/perdiem (Rates also appear in section 925 a per
diem supplement to the Department of State Standardized
Regulations (Government Civilians-Foreign Areas)).

Foreign areas ........................... Department of State ................ A per diem supplement to section 925, Department of State
Standardized Regulations (Government Civilians-Foreign
Areas).

§ 301–11.7 What determines my maxi-
mum per diem reimbursement rate?

Your TDY location determines your
maximum per diem reimbursement
rate. If you arrive at your lodging loca-
tion after 12 midnight, you claim lodg-
ing cost for the preceding calendar day.
If no lodging is required, the applicable
M&IE reimbursement rate is the rate
for the TDY location. (See § 301–11.102.)

[63 FR 15961, Apr. 1, 1998; 63 FR 35537, June 30,
1998]

§ 301–11.8 What is the maximum per
diem rate I will receive if lodging is
not available at my TDY location?

If lodging is not available at your
TDY location, your agency may au-
thorize or approve the maximum per
diem rate for the location where lodg-
ing is obtained.

§ 301–11.9 When does per diem or ac-
tual expense entitlement start/stop?

Your per diem or actual expense enti-
tlement starts on the day you depart
your home, office, or other authorized

point and ends on the day you return
to your home, office or other author-
ized point.

§ 301–11.10 Am I required to record de-
parture/arrival dates and times on
my travel claim?

You must record the date of depar-
ture from, and arrival at, the official
station or any other place travel begins
or ends. You must show this same in-
formation for points where you per-
form TDY or for a stopover or official
rest stop location when the arrival or
departure affects your per diem allow-
ance or other travel expenses. You also
should show the dates for other points
visited. You do not have to record de-
parture/arrival times, but you must an-
notate your travel claim when your
travel is more than 12 hours but not ex-
ceeding 24 hours to reflect that fact.
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§ 301–11.11 May I stay in a lodging fa-
cility of my choice?

Yes. You are encouraged to stay in
lodging facilities that have been ap-
proved by FEMA as ‘‘approved accom-
modations’’. To ensure that you are
staying in an approved facility, given
the best available choices and/or ob-
taining Government discount rates,
you are further encouraged to make
lodging arrangement through your
agency’s TMS.

§ 301–11.12 How does the type of lodg-
ing I select affect my reimburse-
ment?

Your agency will reimburse you for
different types of lodging as follows:

(a) Conventional lodgings. (Hotel/
motel, boarding house, etc.) You will
be reimbursed the single occupancy
rate.

(b) Government quarters. You will be
reimbursed, as a lodging expense, the
fee or service charge you pay for use of
the quarters.

(c) Lodging with friend(s) or relative(s)
(with or without charge). You may be re-
imbursed for additional costs your host
incurs in accommodating you only if
you are able to substantiate the costs
and your agency determines them to be
reasonable. You will not be reimbursed
the cost of comparable conventional
lodging in the area or a flat ‘‘token’’
amount.

(d) Nonconventional lodging. You may
be reimbursed the cost of other types
of lodging when there are no conven-
tional lodging facilities in the area
(e.g., in remote areas) or when conven-
tional facilities are in short supply be-
cause of an influx of attendees at a spe-
cial event (e.g., World’s Fair or inter-
national sporting event). Such lodging
includes college dormitories or similar
facilities or rooms not offered commer-
cially but made available to the public
by area residents in their homes.

(e) Recreational vehicle (trailer/camper).
You may be reimbursed for expenses
(parking fees, fees for connection, use,
and disconnection of utilities, elec-
tricity, gas, water and sewage, bath or
shower fees, and dumping fees) which
may be considered as a lodging cost.

§ 301–11.13 How does sharing a room
with another person affect my per
diem reimbursement?

Your reimbursement is limited to
one-half of the double occupancy rate
if the person sharing the room is an-
other Government employee on official
travel. If the person sharing the room
is not a Government employee on offi-
cial travel, your reimbursement is lim-
ited to the single occupancy rate.

§ 301–11.14 How is my daily lodging
rate computed when I rent lodging
on a long-term basis?

When you obtain lodging on a long-
term basis (e.g., weekly or monthly)
your daily lodging rate is computed by
dividing the total lodging cost by the
number of days of occupancy for which
you are entitled to per diem, provided
the cost does not exceed the daily rate
of conventional lodging. Otherwise the
daily lodging cost is computed by di-
viding the total lodging cost by the
number of days in the rental period.
Reimbursement, including an appro-
priate amount for M&IE, may not ex-
ceed the maximum daily per diem rate
for the TDY location.

§ 301–11.15 What expenses may be con-
sidered part of the daily lodging
cost when I rent on a long-term
basis?

When you rent a room, apartment,
house, or other lodging on a long-term
basis (e.g., weekly, monthly), the fol-
lowing expenses may be considered
part of the lodging cost:

(a) The rental cost for a furnished
dwelling; if unfurnished, the rental
cost of the dwelling and the cost of ap-
propriate and necessary furniture and
appliances (e.g., stove, refrigerator,
chairs, tables, bed, sofa, television, or
vacuum cleaner);

(b) Cost of connecting/disconnecting
and using utilities;

(c) Cost of reasonable maid fees and
cleaning charges;

(d) Monthly telephone use fee (does
not include installation and long-dis-
tance calls); and,

(e) If ordinarily included in the price
of a hotel/motel room in the area con-
cerned, the cost of special user fees
(e.g., cable TV charges and plug-in
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charges for automobile head bolt heat-
ers).

§ 301–11.16 What reimbursement will I
receive if I prepay my lodging ex-
penses and my TDY is curtailed,
canceled or interrupted for official
purposes or for other reasons be-
yond my control that are acceptable
to my agency?

If you sought to obtain a refund or
otherwise took steps to minimize the
cost, your agency may reimburse ex-
penses that are not refundable, includ-
ing a forfeited rental deposit.

§ 301–11.17 If my agency authorizes
per diem reimbursement, will it re-
duce my M&IE allowance for a
meal(s) provided by a common car-
rier or for a complimentary meal(s)
provided by a hotel/motel?

No. A meal provided by a common
carrier or a complimentary meal pro-
vided by a hotel/motel does not affect
your per diem.

§ 301–11.18 What M&IE rate will I re-
ceive if a meal(s) is furnished at
nominal or no cost by the Govern-
ment or is included in the registra-
tion fee?

Your M&IE rate must be adjusted for
a meal(s) furnished to you (except as
provided in § 301–11.17), with or without
cost, by deducting the appropriate
amount shown in the chart in this sec-
tion for CONUS travel, reference Ap-
pendix B of this chapter for OCONUS
travel, or any method determined by
your agency. If you pay for a meal that
has been previously deducted, your
agency will reimburse you up to the de-
duction amount. The total amount of
deductions made will not cause you to
receive less than the amount allowed
for incidental expenses.

M&IE $30 $34 $38 $42

Breakfast .................... 6 7 8 9
Lunch .......................... 6 7 8 9
Dinner ......................... 16 18 20 22
Incidentals .................. 2 2 2 2

[63 FR 15961, Apr. 1, 1998; 63 FR 35537, June 30,
1998]

§ 301–11.19 How is my per diem cal-
culated when I travel across the
international dateline (IDL)?

When you cross the IDL your actual
elapsed travel time will be used to
compute your per diem entitlement
rather than calendar days.

§ 301–11.20 May my agency authorize a
rest period for me while I am trav-
eling?

(a) Your agency may authorize a rest
period not in excess of 24 hours at ei-
ther an intermediate point or at your
destination if:

(1) Either your origin or destination
point is OCONUS;

(2) Your scheduled flight time, in-
cluding stopovers, exceeds 14 hours;

(3) Travel is by a direct or usually
traveled route; and

(4) Travel is by less than premium-
class service.

(b) When a rest stop is authorized the
applicable per diem rate is the rate for
the rest stop location.

§ 301–11.21 Will I be reimbursed for
per diem or actual expenses on
leave or non-workdays (weekend,
legal Federal Government holiday,
or other scheduled non-workdays)
while I am on official travel?

(a) In general, you will be reimbursed
as long as your travel status requires
your stay to include a non-workday,
(e.g., if you are on travel through Fri-
day and again starting Monday you
will be reimbursed for Saturday and
Sunday), however, your agency should
determine the most cost effective situ-
ation (i.e., remaining in a travel status
and paying per diem or actual expenses
or permitting your return to your offi-
cial station).

(b) Your agency will determine
whether you will be reimbursed for
non-workdays when you take leave im-
mediately (e.g., Friday or Monday) be-
fore of after the non-workday(s).

NOTE TO § 301–11.21: If emergency travel is
involved due to an incapacitating illness or
injury, the rules in part 301–30 of this chapter
govern.
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§ 301–11.22 Am I entitled to per diem
or actual expense reimbursement if
I am required to return to my offi-
cial station on a non-workday?

If required by your agency to return
to your official station on a non-work-
day, you will be reimbursed the
amount allowable for return travel.

§ 301–11.23 Are there any other cir-
cumstances when my agency may
reimburse me to return home or to
my official station for non-work-
days during a TDY assignment?

Your agency may authorize per diem
or actual expense and round-trip trans-
portation expenses for periodic return
travel on non-workdays to your home
or official station under the following
circumstances:

(a) The agency requires you to return
to your official station to perform offi-
cial business; or

(b) The agency will realize a substan-
tial cost savings by returning you
home; or

(c) Periodic return travel home is
justified incident to an extended TDY
assignment.

§ 301–11.24 What reimbursement will I
receive if I voluntarily return home
or to my official station on non-
workdays during my TDY assign-
ment?

If you voluntarily return home or to
your official station on non-workdays
during a TDY assignment, the maxi-
mum reimbursement for round trip
transportation and per diem or actual
expense is limited to what would have
been allowed had you remained at the
TDY location.

§ 301–11.25 Must I provide receipts to
substantiate my claimed travel ex-
penses?

Yes, you must provide a lodging re-
ceipt and either a receipt for any au-
thorized expenses incurred costing over
$75, or a reason acceptable to your
agency explaining why you are unable
to provide the necessary receipt.

§ 301–11.26 How do I get a per diem
rate increased?

If you travel to a location where the
per diem rate is insufficient to meet
necessary expenses, you may submit a
request, containing pertinent lodging &
meal cost data, through your agency
asking that the location be surveyed.
Depending on the location in question
your agency may submit the survey re-
quest to:

For CONUS locations For non-foreign area locations For foreign area locations

General Services Administration, Office of
Governmentwide Policy, Attn: Travel
and Transportation, Management Policy
Division (MTT), Washington, DC 20405.

Department of Defense, Per Diem, Trav-
el and Transportation, Allowance
Committee (PDTATAC), Hoffman
Building #1, Room 836, 2461 Eisen-
hower Ave, Alexandria, VA 22331–
1300.

Department of State, Director of Allow-
ances, State Annex 29, Room 262,
Washington, DC 20522–2902.

§ 301–11.27 Are taxes included in the
lodging portion of the Government
per diem rate?

Yes. However, there may be lodging
facilities that set their room rates at
the maximum lodging rate and then
add on taxes.

§ 301–11.28 As a traveler on official
business, am I required to pay ap-
plicable lodging taxes?

Yes, unless exempted by the State or
local jurisdiction.

§ 301–11.29 Are lodging facilities re-
quired to accept a generic federal,
state or local tax exempt certifi-
cate?

Exemptions from taxes for Federal
travelers, and the forms required to
claim them, vary from location to lo-
cation. The GSA Travel Homepage
(http://policyworks.gov/travel) lists juris-
dictions where tax exempt certificates
should be honored.
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§ 301–11.30 What is my option if the
Government lodging rate plus ap-
plicable taxes exceeds my lodging
reimbursement?

You may request reimbursement on
an actual expense basis, not to exceed
300 percent of the maximum per diem
allowance. Approval of actual expenses
is at the discretion of your agency.

Subpart B—Lodgings-Plus Per
Diem

§ 301–11.100 What will I be paid for
lodging under Lodgings-plus per
diem?

When travel is more than 12 hours
and overnight lodging is required you

are reimbursed your actual lodging
cost not to exceed the maximum lodg-
ing rate for the TDY location or stop-
over point.

§ 301–11.101 What allowance will I be
paid for M&IE?

(a) Except as provided in paragraph
(b) of this section, your allowance is as
shown in the following table:

When travel is Your allowance is

More than 12 but less than 24 hours ........ ................................................................. 75 percent of the applicable M&IE rate.
24 hours or more, on ................................. The day of departure .............................. 75 percent of the applicable M&IE rate.

Full days of travel .................................... 100 percent of the applicable M&IE rate.
The last day of travel .............................. 75 percent of the applicable M&IE rate.

(b) If you travel by ship, either com-
mercial or Government, your agency
will determine an appropriate M&IE

rate within the applicable maximum
rate allowable.

§ 301–11.102 What is the applicable
M&IE rate?

For days of travel which Your applicable M&IE rate is

Require lodging ............... ............................................................................... The M&IE rate applicable for the TDY location.
Do not require lodging,

and.
Travel is more than 12 hours but less than 24

hours.
The M&IE rate applicable to the TDY site (or the

highest M&IE rate applicable when multiple lo-
cations are involved).

Travel is 24 hours or more, and you are travel-
ing to a new TDY site or stopover point at
midnight.

The M&IE rate applicable to the new TDY site or
stopover point.

Travel is 24 hours or more, and you are return-
ing to your official station.

The M&IE rate applicable to the previous day of
travel.

Subpart C—Reduced Per Diem

§ 301–11.200 Under what cir-
cumstances may my agency pre-
scribe a reduced per diem rate
lower than the prescribed maxi-
mum?

Under the following circumstances:
(a) When your agency can determine

in advance that lodging and/or meal
costs will be lower than the per diem
rate; and

(b) The lowest authorized per diem
rate must be stated in your travel au-
thorization in advance of your travel.

Subpart D—Actual Expense

§ 301–11.300 When is actual expense
reimbursement warranted?

When:
(a) Lodging and/or meals are pro-

cured at a prearranged place such as a
hotel where a meeting, conference or
training session is held;

(b) Costs have escalated because of
special events (e.g., missile launching
periods, sporting events, World’s Fair,
conventions, natural disasters); lodging
and meal expenses within prescribed
allowances cannot be obtained nearby;
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and costs to commute to/from the near-
by location consume most or all of the
savings achieved from occupying less
expensive lodging;

(c) Because of mission requirements;
or

(d) Any other reason approved within
your agency.

§ 301–11.301 Who in my agency can au-
thorize/approve my request for ac-
tual expense?

Any official designated by the head
of your agency.

§ 301–11.302 When should I request au-
thorization for reimbursement
under actual expense?

Request for authorization for reim-
bursement under actual expense should
be made in advance of travel. However,
subject to your agency’s policy, after
the fact approvals may be granted
when supported by an explanation ac-
ceptable to your agency.

§ 301–11.303 What is the maximum
amount that I may be reimbursed
under actual expense?

The maximum amount that you may
be reimbursed under actual expense is
limited to 300 percent (rounded to the
next higher dollar) of the applicable
maximum per diem rate. However, sub-
ject to your agency’s policy, a lesser
amount may be authorized.

§ 301–11.304 What if my expenses are
less than the authorized amount?

When authorized actual expense and
your expenses are less than the locality
per diem rate or the authorized
amount, reimbursement is limited to
the expenses incurred.

§ 301–11.305 What if my actual ex-
penses exceed the 300 percent ceil-
ing?

Your reimbursement is limited to the
300 percent ceiling. There is no author-
ity to exceed this ceiling.

§ 301–11.306 What expenses am I re-
quired to itemize under actual ex-
pense?

You must itemize all expenses, in-
cluding meals, (each meal must be
itemized separately) for which you will
be reimbursed under actual expense.
However, expenses that do not accrue
daily (e.g., laundry, dry cleaning, etc.)
may be averaged over the number of
days your agency authorizes/approves
actual expenses. Receipts are required
for lodging, regardless of amount and
any individual meal when the cost ex-
ceeds $75. Your agency may require re-
ceipts for other allowable per diem ex-
penses, but it must inform you of this
requirement in advance of travel. When
your agency limits M&IE reimburse-
ment to either the prescribed maxi-
mum M&IE rate for the locality con-
cerned or a reduced M&IE rate, it may
or may not require M&IE itemization
at its discretion.

[63 FR 15961, Apr. 1, 1998; 63 FR 35537, June 30,
1998]

PART 301–12—MISCELLANEOUS
EXPENSES

Sec.
301–12.1 What miscellaneous expenses are

reimbursable?
301–12.2 What baggage expenses may my

agency pay?

AUTHORITY: 5 U.S.C. 5707.

SOURCE: 63 FR 15965, Apr. 1, 1998, unless
otherwise noted.

§ 301–12.1 What miscellaneous ex-
penses are reimbursable?

Your agency may authorize or ap-
prove reimbursement of miscellaneous
travel expenses. Examples of such ex-
penses include but are not limited to
the following:

General expenses Fees to obtain money Special expenses of foreign travel

Baggage expenses as described in § 301–
12.2.

Fees for travelers checks ....................... Commissions on conversion of foreign
currency.

Services of guides, interpreters, drivers .... Fees for money orders ........................... Passport and/or visa fees.
Use of computers, printers, faxing ma-

chines, and scanners.
Fees for certified checks ......................... Costs of photographs for passports and

visas.
Services of typists, data processors, or

stenographers.
Transaction fees for use of automated

teller machines (ATMs)—Government
contractor-issued charge card.

Foreign country exit fees.
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General expenses Fees to obtain money Special expenses of foreign travel

Storage of property used on official busi-
ness.

................................................................. Costs of birth, health, and identity certifi-
cates.

Hire of conference center room or hotel
room for official business.

................................................................. Charges for inoculations that cannot be
obtained through a Federal dispen-
sary.

Official telephone calls/service (see note).
Faxes, telegrams, cablegrams, or

radiograms.

NOTE TO § 301–12.1: You should use Govern-
ment provided services for all official com-
munications. When they are not available,
commercial services may be used. Reim-
bursement may be authorized or approved by
your agency.

[63 FR 15965, Apr. 1, 1998; 63 FR 35538, June 30,
1998]

§ 301–12.2 What baggage expenses may
my agency pay?

Your agency may reimburse expenses
related to baggage as follows:

(a) Transportation charges for au-
thorized excess;

(b) Necessary charges for transferring
baggage;

(c) Necessary charges for storage of
baggage when such charges are the re-
sult of official business;

(d) Charges for checking baggage; and
(e) Charges or tips at transportation

terminals for handling Government
property carried by the traveler.

PART 301–13—TRAVEL OF AN
EMPLOYEE WITH SPECIAL NEEDS

Sec.
301–13.1 What is the policy for paying addi-

tional travel expenses incurred by an em-
ployee with a special need?

301–13.2 Under what conditions will my
agency pay for my additional travel ex-
penses under this part?

301–13.3 What additional travel expenses
may my agency pay under this part?

AUTHORITY: 5 U.S.C. 5707.

SOURCE: 63 FR 15966, Apr. 1, 1998, unless
otherwise noted.

§ 301–13.1 What is the policy for pay-
ing additional travel expenses in-
curred by an employee with a spe-
cial need?

To provide reasonable accommoda-
tions to an employee with a special
need by paying for additional travel ex-
penses incurred.

§ 301–13.2 Under what conditions will
my agency pay for my additional
travel expense(s) under this part?

When an additional travel expense is
necessary to accommodate a special
physical need which is either:

(a) Clearly visible and discernible; or
(b) Substantiated in writing by a

competent medical authority.

§ 301–13.3 What additional travel ex-
penses may my agency pay under
this part?

The following expenses:
(a) Transportation and per diem ex-

penses incurred by a family member or
other attendant who must travel with
you to make the trip possible;

(b) Specialized transportation to,
from, and/or at the TDY duty location;

(c) Specialized services provided by a
common carrier to accommodate your
special need;

(d) Costs for handling your baggage
that are a direct result of your special
need;

(e) Renting and/or transporting a
wheelchair; and

(f) Premium-class accommodations
when necessary to accommodate your
special need, under Subpart B of Part
301–10 of this chapter.

PART 301–30—EMERGENCY TRAVEL

Sec.
301–30.1 What is emergency travel?
301–30.2 What is considered to be ‘‘family’’

with respect to emergency travel?
301–30.3 What should I do if I have to inter-

rupt or discontinue my TDY travel?
301–30.4 When an illness or injury occurs on

TDY, what expenses may be allowed?
301–30.5 Are there any limitations to the

payment of these expenses?

AUTHORITY: 5 U.S.C. 5707.

SOURCE: 63 FR 15966, Apr. 1, 1998, unless
otherwise noted.
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§ 301–30.1 What is emergency travel?
Travel which results from:
(a) Your becoming incapacitated by

illness or injury not due to your own
misconduct; or

(b) The death or serious illness of a
member of your family; or

(c) A catastrophic occurrence or im-
pending disaster, such as fire, flood, or
act of God, which directly affects your
home.

§ 301–30.2 What is considered to be
‘‘family’’ with respect to emergency
travel?

‘‘Family’’ includes any member of
your immediate family, as defined in
§ 300–3.1. However, your agency may, on
a case-by-case basis, expand this defini-
tion to include other members of your
and/or your spouse’s extended family.

§ 301–30.3 What should I do if I have to
interrupt or discontinue my TDY
travel?

Contact your travel authorizing/ap-
proving official for instructions as soon
as possible.

§ 301–30.4 When an illness or injury oc-
curs on TDY, what expenses may be
allowed?

Your agency may pay:
(a) Per diem at the location where

you incurred or were treated for inca-
pacitating illness or injury for a rea-
sonable period of time (generally 14
calendar days). However, your agency
may pay for a longer period.

(b) Transportation and per diem ex-
pense for travel to an alternate loca-
tion to receive treatment.

(c) Transportation and per diem ex-
pense to return to your official station.

§ 301–30.5 Are there any limitations to
the payment of these expenses?

Expenses are not payable when:
(a) Confined to:
(1) A medical facility within the

proximity of your official duty station.
(2) The same medical facility you

would have been admitted to if your in-
capacitating illness or injury occurred
at your official station.

(b) The Government provides or reim-
burses you for hospitalization under
any Federal statute (including hos-
pitalization in a Department of Veter-

ans Affairs (VA) Medical center or
military hospital). However, per diem
expenses are payable if your hos-
pitalization is paid under the Federal
Employees Health Benefits Program (5
U.S.C. 8901–8913).

PART 301–31—THREATENED LAW
ENFORCEMENT/INVESTIGATIVE
EMPLOYEES

Sec.
301–31.1 Why pay subsistence and transpor-

tation expenses for threatened law en-
forcement/investigative employees?

301–31.2 What is ‘‘family’’ with respect to
threatened law enforcement/investiga-
tive employees?

301–31.3 Are members of my family and I el-
igible for payment of subsistence and
transportation expense?

301–31.4 Must my agency pay transportation
and subsistence expenses?

301–31.5 Under what conditions may my
agency pay for transportation and sub-
sistence expenses?

301–31.6 Where must I and/or my family ob-
tain lodging?

301–31.7 May my family and I occupy lodg-
ing at different locations?

301–31.8 What transportation expenses may
my agency pay?

301–31.9 What subsistence expenses may my
agency pay?

301–31.10 How will my agency pay my sub-
sistence expenses?

301–31.11 May my agency pay me a per diem
allowance instead of actual expenses?

301–31.12 Must I keep track of my expenses?
301–31.13 How long may my agency pay for

subsistence expenses under this part?
301–31.14 May I receive a travel advance for

transportation and/or subsistence ex-
penses?

301–31.15 What documentation must I pro-
vide for reimbursement?

AUTHORITY: 5 U.S.C. 5707.

SOURCE: 63 FR 15966, Apr. 1, 1998, unless
otherwise noted.

§ 301–31.1 Why pay subsistence and
transportation expenses for threat-
ened law enforcement/investigative
employees?

To protect a law enforcement/inves-
tigative employee and his/her imme-
diate family when their lives are
placed in jeopardy as a result of the
employee’s assigned duties.
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§ 301–31.2 What is ‘‘family’’ with re-
spect to threatened law enforce-
ment/investigative employees?

Generally, ‘‘family’’ includes any
member of your immediate family, as
defined in § 300–3.1 of this title. How-
ever, your agency may, on a case-by-
case basis, expand this definition to in-
clude other members of you and/or
your spouse’s extended family.

§ 301–31.3 Are members of my family
and I eligible for payment of sub-
sistence and transportation ex-
pense?

Yes, if you serve in a law enforce-
ment, investigative, or similar capac-
ity for special law enforcement/inves-
tigative purposes and your agency au-
thorizes such expenses.

§ 301–31.4 Must my agency pay trans-
portation and subsistence ex-
penses?

No. Your agency decides when it is
appropriate to pay these expenses
based on the nature of the threat
against your life and/or the life of a
member(s) of your immediate family.

§ 301–31.5 Under what conditions may
my agency pay for transportation
and subsistence expenses?

When your agency determines that a
threat against you or a member(s) of
your immediate family justifies mov-
ing you and/or your family to tem-
porary living accommodations at or
away from your official station.

§ 301–31.6 Where must I and/or my
family obtain lodging?

Your agency designates the area
where you and/or your family should
obtain lodging. It may be within your

official station or at an alternate loca-
tion.

§ 301–31.7 May my family and I occupy
lodging at different locations?

Yes, if authorized by your agency.

§ 301–31.8 What transportation ex-
penses may my agency pay?

Your agency may pay transportation
expenses authorized by part § 301–10 of
this chapter to transport you and/or
your family to/from a temporary loca-
tion.

§ 301–31.9 What subsistence expense
may my agency pay?

Only your lodging cost may be paid.
However, your agency may pay for
meals and laundry/cleaning expenses if:

(a) Your temporary living accom-
modations do not have kitchen or laun-
dry facilities; or

(b) Your agency determines that
other extenuating circumstances exist
which necessitate payment of these ex-
penses.

§ 301–31.10 How will my agency pay
my subsistence expenses?

Your agency will pay your actual
subsistence expenses not to exceed the
‘‘maximum allowable amount’’ for the
period you or your family occupy tem-
porary living accommodations. The
‘‘maximum allowable amount’’ is the
‘‘maximum daily amount’’ multiplied
by the number of days you or your
family occupy temporary living accom-
modations not to exceed the number of
days authorized. The ‘‘maximum daily
amount’’ is determined by adding the
rates in the following table for you and
each member of your family authorized
to occupy temporary living accom-
modations:

If your agency authorizes

The ‘‘maximum daily amount’’ of per diem expenses that

You or your unaccompanied
spouse or other unaccom-
panied family member may

receive is

Your accompanied spouse or
a member of your family who

is age 12 or older may re-
ceive is

A member of your family who
is under age 12 may receive

is

Payment of only lodging ex-
penses.

The maximum lodging amount
applicable to the locality.

.75 times the maximum lodg-
ing amount applicable to
the locality.

.5 times the maximum lodging
amount applicable to the lo-
cality.

Payment for lodging, meals,
and other per diem ex-
penses.

The maximum per diem rate
applicable to the locality.

.75 times the maximum per
diem rate applicable to the
locality..

.5 times the maximum per
diem rate applicable to the
locality.
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§ 301–31.11 May my agency pay me a
per diem allowance instead of ac-
tual expenses?

No.

§ 301–31.12 Must I keep track of my ex-
penses?

Yes. You must keep track of your ac-
tual expenses as described in part 301–
11 of this chapter.

[63 FR 15966, Apr. 1, 1998; 63 FR 35538, June 30,
1998]

§ 301–31.13 How long may my agency
pay for subsistence expenses under
this part?

Your agency may pay for subsistence
expenses up to 60 days. However, your
agency may pay for additional periods
if it determines, that an extension is
justified.

§ 301–31.14 May I receive a travel ad-
vance for transportation and/or
subsistence expenses?

Yes, you may receive a travel ad-
vance under § 301–51.200 of this chapter
for up to a 30-day period at a time to
cover expenses allowable. Your travel
advance may not exceed the maximum
allowable amount authorized under
§ 301–31.10, and you will be required to
reimburse your agency for any portion
of the advance disallowed or not spent.

§ 301–31.15 What documentation must
I provide for reimbursement?

You must provide receipts or any
other documentation required by your
agency. However, in instances when
documentation might compromise the
security of the individuals involved,
the head of the agency may waive
these requirements.
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