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SUBCHAPTER D—AGENCY RESPONSIBILITIES

PART 301–70—INTERNAL POLICY
AND PROCEDURE REQUIREMENTS

Subpart A—General Policies and
Procedures

Sec.
301–70.1 How must we administer the au-

thorization and payment of travel ex-
penses?

Subpart B—Policies and Procedures
Relating to Transportation

301–70.100 How must we administer the au-
thorization and payment of transpor-
tation expenses?

301–70.101 What factors must we consider in
determining which method of transpor-
tation results in the greatest advantage
to the Government?

301–70.102 What governing policies must we
establish for authorization and payment
of transportation expenses?

301–70.103 In what circumstance may we au-
thorize use of ship service?

301–70.104 What factors should we consider
in determining whether to require an em-
ployee to commit to the use of a Govern-
ment automobile?

301–70.105 May we prohibit an employee
from using a POV on official travel?

Subpart C—Policies and Procedures
Relating to Per Diem Expenses

301–70.200 What governing policies must we
establish for authorization and payment
of per diem expenses?

Subpart D—Policies and Procedures
Relating to Miscellaneous Expenses

301–70.300 How should we administer the au-
thorization and payment of miscellane-
ous expenses?

301–70.301 What governing policies must we
establish for payment of miscellaneous
expenses?

Subpart E—Policies and Procedures Relat-
ing to Travel of an Employee With a
Disability or Special Need

301–70.400 How should we authorize and ad-
minister the payment of additional trav-
el expenses for an employee with a dis-
ability or special need?

301–70.401 What governing policies and pro-
cedures must we establish regarding

travel of an employee with a disability or
special need?

Subpart F—Policies and Procedures for
Emergency Travel of Employee Due to
Illness or Injury

301–70.500 What governing policies and pro-
cedures should we establish relating to
emergency travel?

301–70.501 Does per diem continue when an
employee interrupts a travel assignment
because of an incapacitating illness or
injury?

301–70.502 What additional emergency ex-
penses should we allow for?

301–70.503 When the employee is able to
travel, should we continue the use of the
existing travel authorization?

301–70.504 May any travel costs be reim-
bursed if the employee travels to an al-
ternate location for medical treatment?

301–70.505 How do we define actual cost and
constructive cost when an employee
interrupts a travel assignment because of
an incapacitating illness or injury?

301–70.506 May we authorize per diem if an
employee discontinues a TDY assign-
ment because of a personal emergency
situation?

301–70.507 How do we handle reimbursement
if the employee travels to an alternate
location and returns to the TDY location
because of a personal emergency situa-
tion?

301–70.508 What factors must we consider in
expanding the definition of family for
emergency travel purposes?

Subpart G—Policies and Procedures Relat-
ing to Threatened Law Enforcement/
Investigative Employees

301–70.600 What governing policies and pro-
cedures must we establish related to
threatened law enforcement/investiga-
tive employees?

301–70.601 What factors should we consider
in determining whether to authorize pay-
ment of transportation and subsistence
expenses for threatened law enforcement/
investigative employees?

301–70.602 How often must we reevaluate the
payment of transportation and subsist-
ence expenses to a threatened law en-
forcement/investigative employee?

AUTHORITY: 5 U.S.C. 5707.

SOURCE: 63 FR 15971, Apr. 1, 1998, unless
otherwise noted.
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Subpart A—General Policies and
Procedures

§ 301–70.1 How must we administer the
authorization and payment of trav-
el expenses?

You must limit the authorization
and payment of travel expenses to
travel that is necessary to accomplish
your mission in the most economical
and effective manner, in accordance
with the rules stated throughout this
chapter. Consideration should be given,
but not limited, to budget constraints,
adherence to travel policies, and rea-
sonableness of expenses. You should al-
ways consider alternatives, including
teleconferencing, prior to authorizing
travel.

SUBPART B—POLICIES AND PROCE-
DURES RELATING TO TRANS-
PORTATION

§ 301–70.100 How must we administer
the authorization and payment of
transportation expenses?

You must:
(a) Limit authorization and payment

of transportation expenses to those ex-
penses that result in the greatest ad-
vantage to the Government;

(b) Ensure that travel is by the most
expeditious means practicable.

§ 301–70.101 What factors must we con-
sider in determining which method
of transportation results in the
greatest advantage to the Govern-
ment?

In selecting a particular method of
transportation you must consider:

(a) The total cost to the Government,
including per diem, overtime, lost
worktime, actual transportation cost,
total distance of travel, number of
points visited, the number of travelers
and energy conservation. As stated in 5
U.S.C. 5733, ‘‘travel of an employee
shall be by the most expeditious means
of transportation practicable and shall
be commensurate with the nature and
purpose of the duties of the employee
requiring such travel.’’

(b) Travel by common carrier (air,
rail, bus) is considered the most advan-
tageous method to perform official
travel. Other methods of transpor-
tation may be authorized as advan-

tageous only when the use of common
carrier transportation would interfere
with the performance of official busi-
ness or impose an undue hardship upon
the traveler, or when the total cost by
common carrier exceeds the cost by an-
other method of transportation. A de-
termination that another method of
transportation is more advantageous
to the Government than common car-
rier will not be made on the basis of
personal preference or inconvenience
to the traveler.

§ 301–70.102 What governing policies
must we establish for authorization
and payment of transportation ex-
penses?

You must establish policies and pro-
cedures governing:

(a) Who will determine what method
of transportation is more advantageous
to the Government;

(b) Who will approve any of the fol-
lowing:

(1) Use of premium class service
under § 301–10.123, § 301–10.124, § 301–
10.162 and § 301–10.183 of this chapter;

(2) Use of a special-reduced fare or re-
duced group or charter fare;

(3) Use of an extra-fare train service
under § 301–10.164;

(4) Use of ship service;
(5) Use of a foreign ship;
(6) Use of a foreign air carrier;
(c) When you will:
(1) Require the use of a Government

vehicle;
(2) Allow the use of a Government ve-

hicle; and
(3) Prohibit the use of a Government

vehicle;
(d) When you will consider use of a

POV advantageous to the Government,
such as travel to/from common carrier
terminals, or transportation to a TDY
location;

(e) Procedures for claiming POV re-
imbursement;

(f) When you will allow use of a spe-
cial conveyance (e.g. commercially
rented vehicles);

(g) What procedures an employee
must follow when he/she travels by an
indirect route or interrupts travel by a
direct route; and

(h) For local transportation whether
to reimburse the full amount of trans-
portation costs or only the amount by
which transportation costs exceed the
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employee’s normal costs for transpor-
tation between:

(1) Office or duty point and another
place of business;

(2) Places of business; or
(3) Residence and place of business

other than office or duty point.

§ 301–70.103 In what circumstance may
we authorize use of ship service?

Travel by ship is not generally re-
garded as advantageous. You must de-
termine that the advantages accruing
from the use of ocean transportation
offset the higher costs associated with
ship travel, i.e., per diem, transpor-
tation, and lost worktime.

§ 301–70.104 What factors should we
consider in determining whether to
require an employee to commit to
the use of a Government auto-
mobile?

You should consider:
(a) The advantages of using a Govern-

ment automobile. Such advantages
may include, but are not limited to:

(1) Full utilization or availability of
fleet vehicles;

(2) Lower cost;
(3) Official presence.
(b) The type of travel the employee

performs. You should require such a
commitment when an employee or
group of employees requires the use of
an automobile for official travel on a
frequent or repetitive basis.

§ 301–70.105 May we prohibit an em-
ployee from using a POV on official
travel?

No, but if the employee elects to use
a POV instead of an alternative form of
transportation you authorize, you
must:

(a) Limit reimbursement to the con-
structive cost of the authorized method
of transportation, which is the sum of
per diem and transportation expenses
the employee would reasonably have
incurred when traveling by the author-
ized method of transportation; and

(b) Charge leave for any duty hours
that are missed as a result of travel by
POV.

Subpart C—Policies and Proce-
dures Relating to Per Diem Ex-
penses

§ 301–70.200 What governing policies
must we establish for authorization
and payment of per diem expenses?

You must establish policies and pro-
cedures governing:

(a) Who will authorize a rest period;
(b) Circumstances allowing a rest pe-

riod during prolonged travel (see § 301–
11.20 for minimum standards);

(c) If, and in what instances, you will
allow an employee to return to his/her
official station on non-workdays;

(d) Who will determine if an em-
ployee will be allowed to return to his/
her official station on a case by case
basis.

(e) Who will determine in what in-
stances you will pay a reduced per
diem rate;

(f) Who will determine, and in what
instances, actual expenses are appro-
priate in each individual case; and

(g) If you will define a radius broader
than the official station in which per
diem or actual expense will not be au-
thorized.

Subpart D—Policies and Proce-
dures Relating to Miscellane-
ous Expenses

§ 301–70.300 How should we admin-
ister the authorization and pay-
ment of miscellaneous expenses?

You should limit payment of mis-
cellaneous expenses to only those ex-
penses that are necessary and in the in-
terest of the Government.

§ 301–70.301 What governing policies
must we establish for payment of
miscellaneous expenses?

You must establish policies and pro-
cedures governing:

(a) Who will determine when excess
baggage is necessary for official travel;

(b) When you will pay for commu-
nications services, including whether
you will pay for a telephone call to the
employee’s home or place where the
employee’s dependent children are;

(c) Who will determine if other mis-
cellaneous expenses are appropriate for
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reimbursement in connection with offi-
cial travel.

Subpart E—Policies and Proce-
dures Relating to Travel of an
Employee with a Disability or
Special Need

§ 301–70.400 How should we authorize
and administer the payment of ad-
ditional travel expenses for an em-
ployee with a disability or special
need?

You should authorize and administer
the payment to reasonably accommo-
date employee(s) with disabilities in
accordance with the Rehabilitation Act
of 1973, as amended, 29 U.S.C. 701–797(b)
and 5 U.S.C. 3102 and Part 301–13 of this
chapter. An employee with a special
need should be treated the same as an
employee with a disability. The addi-
tional travel expenses must be nec-
essary to accommodate the employee’s
needs.

[63 FR 15971, Apr. 1, 1998; 63 FR 35538, June 30,
1998]

§ 301–70.401 What governing policies
and procedures must we establish
regarding travel of an employee
with a disability or special need?

You must establish the policies and
procedures governing:

(a) Who will determine if an em-
ployee has a disability or special need
which requires accommodation, includ-
ing when documentation is necessary
under § § 301–10.123, 301–10.124, 301–10.162,
and 301–10.183, and when a determina-
tion may be based on a clearly visible
physical condition; and

(b) Who will determine how to rea-
sonably accommodate the employee
and what expenses you will pay.

Subpart F—Policies and Proce-
dures for Emergency Travel of
Employee Due to Illness or In-
jury

§ 301–70.500 What governing policies
and procedures should we establish
relating to emergency travel?

Each agency must determine:
(a) When you will authorize emer-

gency travel under part 301–30;

(b) Who will determine if the employ-
ee’s situation warrants payment for
emergency travel expenses;

(c) When and by whom travel to an
alternate location other than official
station or point of interruption will be
authorized; and

(d) Who will determine when and if
the definition of family may be ex-
tended and to whom.

§ 301–70.501 Does per diem continue
when an employee interrupts a
travel assignment because of an in-
capacitating illness or injury?

Yes. Such an employee who takes
leave of any kind will be allowed a per
diem allowance not to exceed the maxi-
mum rates for the location where the
interruption occurs. Per diem may be
continued for a reasonable period, nor-
mally not to exceed 14 calendar days
(including fractional days) for any one
period of absence. However, per diem
will not be paid if the employee is con-
fined to a hospital or medical facility
at the official duty station or medical
facility which the employee would
have selected for treatment if the ill-
ness or injury had occurred at the offi-
cial station.

§ 301–70.502 What additional emer-
gency expenses should we allow
for?

When an employee discontinues a
TDY assignment before its completion
due to an incapacitating illness or in-
jury, transportation and per diem ex-
penses are allowed for return travel to
the official station or to receive medi-
cal attention.

§ 301–70.503 When the employee is able
to travel, should we continue the
use of the existing travel authoriza-
tion?

Not if the interrupted trip was au-
thorized under a trip by trip authoriza-
tion. If, when the employee’s health
has been restored, the agency decides
that it is in the Government’s interest
to return the employee to the TDY lo-
cation, such return is considered to be
a new travel assignment at Govern-
ment expense. An interrupted trip au-
thorized under an open or limited open
authorization may be continued with-
out further authorization.
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§ 301–70.504 May any travel costs be
reimbursed if the employee travels
to an alternate location for medical
treatment?

Yes. When an employee, interrupts a
TDY assignment because of an inca-
pacitating illness or injury and takes
leave of absence for travel to an alter-
nate location to obtain medical serv-
ices and returns to the TDY assign-
ment, you may reimburse certain ex-
cess travel costs provided in this sec-
tion. Specifically, you may reimburse
the excess (if any) of actual costs of
travel from the point of interruption to
the alternate location and return to
the TDY assignment, over the con-
structive costs of round-trip travel be-
tween the official station and the alter-
nate location. The nearest hospital or
medical facility capable of treating the
employee’s illness or injury will not,
however, be considered an alternate lo-
cation.

NOTE TO § 301–70.504: An alternate location
is a destination other than the employee’s
official station or the point of interruption.

§ 301–70.505 How do we define actual
cost and constructive cost when an
employee interrupts a travel assign-
ment because of an incapacitating
illness or injury?

(a) Actual cost of travel will be the
transportation expenses incurred and
en route per diem for the travel as ac-
tually performed from the point of
interruption to the alternate location
and from the alternate location to the
TDY assignment. No per diem is al-
lowed for time spent at the alternate
location if confined to a medical facil-
ity.

(b) Constructive cost is the sum of
transportation expenses the employee
would reasonably have incurred for
round-trip travel between the official
station and the alternate location plus
per diem calculated for the appropriate
en route travel time.

§ 301–70.506 May we authorize per
diem if an employee discontinues a
TDY assignment because of a per-
sonal emergency situation?

Yes. Expenses of appropriate trans-
portation and per diem while en route
may be allowed, with the approval of
an appropriate agency official, for re-

turn travel from the point of interrup-
tion to the official station.

§ 301–70.507 How do we handle reim-
bursement if the employee travels
to an alternate location and returns
to the TDY location because of a
personal emergency situation?

You may reimburse certain excess
travel costs (transportation and en
route per diem) to the same extent as
provided in § 301–70.501 for incapacitat-
ing illness or injury to the employee.

§ 301–70.508 What factors must we con-
sider in expanding the definition of
family for emergency travel pur-
poses?

Agencies must consider on a case by
case basis:

(a) The extent of the emergency;
(b) The employee’s relationship to

the individual involved in the emer-
gency; and

(c) The degree of the employee’s re-
sponsibility for the individual involved
in the emergency.

Subpart G—Policies and Proce-
dures Relating to Threatened
Law Enforcement/Investiga-
tive Employees

§ 301–70.600 What governing policies
and procedures must we establish
related to threatened law enforce-
ment/investigative employees?

You must establish policies and pro-
cedures governing:

(a) When you will pay transportation
and subsistence expenses of threatened
law enforcement/investigative employ-
ees, under part 301–31 of this chapter;

(b) Who will determine the degree
and seriousness of threat in each indi-
vidual case;

(c) Who will determine what protec-
tive action should be taken, including
the location and duration of temporary
lodging;

(d) Who will reevaluate the situation
to determine whether protective action
should be continued or discontinued
and how often;

(e) What procedures must be followed
to obtain authorization of transpor-
tation and subsistence expenses for
threatened law enforcement/investiga-
tive employees; and
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(f) What special procedures must an
employee follow to claim expenses.

§ 301–70.601 What factors should we
consider in determining whether to
authorize payment of transpor-
tation and subsistence expenses for
threatened law enforcement/inves-
tigative employees?

You should consider:
(a) The degree and seriousness of the

threat. You should pay transportation
and subsistence expenses only if a situ-
ation poses a legitimate serious threat
to life.

(b) The option of relocating the em-
ployee. You should consider whether re-
locating the employee permanently
would be advantageous given the spe-
cific nature of the threat, the contin-
ued disruption of the family, and the
alternative costs of a change of official
station.

§ 301–70.602 How often must we re-
evaluate the payment of transpor-
tation and subsistence expenses to
a threatened law enforcement/in-
vestigative employee?

You must reevaluate the situation
every 30 days based on the same factors
you considered when you first author-
ized the payment of the expenses.

PART 301–71—AGENCY TRAVEL
ACCOUNTABILITY REQUIREMENTS

Subpart A—General

Sec.
301–71.1 What is the purpose of an agency

travel accounting system?
301–71.2 What are the standard data ele-

ments and when must they be captured
on a travel accounting system?

301–71.3 May we use electronic signatures
on travel documents?

Subpart B—Travel Authorization

301–71.100 What is the purpose of the travel
authorization process?

301–71.101 What travel may we authorize?
301–71.102 May we issue a single authoriza-

tion for a group of employees?
301–71.103 What information must be in-

cluded on all travel authorizations?
301–71.104 Who must sign a travel authoriza-

tion?
301–71.105 Must we issue a written or elec-

tronic travel authorization in advance of
travel?

301–71.106 Who must sign a trip-by-trip au-
thorization?

301–71.107 When authorizing travel, what
factors must the authorizing official con-
sider?

301–71.108 What internal policies and proce-
dures must we establish for travel au-
thorization?

Subpart C—Travel Claims for
Reimbursement

301–71.200 Who must review and sign travel
claims?

301–71.201 What are the reviewing official’s
responsibilities?

301–71.202 May we pay a claim when an em-
ployee does not include a copy of the cor-
responding authorization?

301–71.203 Who is responsible for the valid-
ity of the travel claim?

301–71.204 When must we pay a travel claim?
301–71.205 Under what circumstances may

we disallow a claim for an expense?
301–71.206 What must we do if we disallow a

travel claim?
301–71.207 What internal policies and proce-

dures must we establish for travel reim-
bursement?

Subpart D—Accounting for Travel
Advances

301–71.300 What is the policy governing the
use of travel advances?

301–71.301 For how long may we issue a trav-
el advance?

301–71.302 What data must we capture in our
travel advance accounting system?

301–71.303 Are we responsible for ensuring
the collection of outstanding travel ad-
vances?

301–71.304 When must an employee account
for a travel advance?

301–71.305 Are there exceptions for collect-
ing an advance at the time the employee
files a travel claim?

301–71.306 How do we collect the amount of
a travel advance in excess of the amount
of travel expenses substantiated by the
employee?

301–71.307 What should we do if the em-
ployee does not pay back a travel ad-
vance when the travel claim is filed?

301–71.308 What internal policies and proce-
dures must we establish governing travel
advances?

AUTHORITY: 5 U.S.C. 5707.

SOURCE: 63 FR 15974, Apr. 01, 1998, unless
otherwise noted.
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Subpart A—General

§ 301–71.1 What is the purpose of an
agency travel accounting system?

To:
(a) Pay authorized and allowable

travel expenses of employees;
(b) Provide standard data necessary

for the management of official travel;
and

(c) Ensure adequate accounting for
all travel and transportation expenses
for official travel.

§ 301–71.2 What are the standard data
elements and when must they be
captured on a travel accounting
system?

The data elements are listed in ap-
pendix C of this chapter and must be on
any travel claim form authorized for
use by your employees.

§ 301–71.3 May we use electronic signa-
tures on travel documents?

Yes, if you meet the security and pri-
vacy requirements established by the
National Institute of Standards and
Technology (NIST) for electronic data
interchange.

Subpart B—Travel Authorization

§ 301–71.100 What is the purpose of the
travel authorization process?

The purpose is to:
(a) Provide the employee information

regarding what expenses you will pay;
(b) Provide travel service vendors

with necessary documentation for the
use of travel programs;

(c) Provide financial information
necessary for budgetary planning; and

(d) Identify purpose of travel.

§ 301–71.101 What travel may we au-
thorize?

You may authorize only travel which
is necessary to accomplish the pur-
poses of the Government effectively
and economically. This must be com-
municated to any official who has the
authority to authorize travel.

§ 301–71.102 May we issue a single au-
thorization for a group of employ-
ees?

Yes. You may issue a single author-
ization for a group of employees when

they are traveling together on a single
trip. However, you must attach a list
of all travelers to the authorization.

§ 301–71.103 What information must be
included on all travel authoriza-
tions?

You must include:
(a) The name of the employee(s);
(b) The signature of the proper au-

thorizing official;
(c) Purpose of travel;
(d) Any conditions of or limitations

on that authorization;
(e) An estimate of the travel costs

(for open authorizations it should in-
clude an estimate of the travel costs
over the period covered); and

(f) A statement that the employee(s)
is (are) authorized to travel.

§ 301–71.104 Who must sign a travel
authorization?

Your agency head or an official to
whom such authority has been dele-
gated. This authority may be delegated
to any person(s) who is aware of how
the authorized travel will support the
agency’s mission, who is knowledge-
able of the employee’s travel plans and/
or responsible for the travel funds pay-
ing for the travel involved.

§ 301–71.105 Must we issue a written or
electronic travel authorization in
advance of travel?

Yes, except when advance written or
electronic authorization is not possible
or practical and approval is in accord-
ance with § § 301–2.1 and 301–2.5 for:

(a) Use of premium-class service on
common carrier transportation;

(b) Use of a foreign air carrier;
(c) Use of reduced fares for group or

charter arrangements;
(d) Use of cash to pay for common

carrier transportation;
(e) Use of extra-fare train service;
(f) Travel by ship;
(g) Use of a rental car;
(h) Use of a Government aircraft;
(i) Payment of reduced rate per diem;
(j) Payment of actual expenses;
(k) Travel expenses related to emer-

gency travel;
(l) Transportation expenses related

to threatened law enforcement/inves-
tigative employees and members of
their immediate families;
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(m) Travel expenses related to travel
to a foreign area, except as provided by
agency mission;

(n) Acceptance of payment from a
non-Federal source for travel expenses
(see chapter 304 of this title); and

(o) Travel expenses related to attend-
ance at a conference.

NOTE TO § 301–71.105: You should establish
procedures for travel situations where it is

not practical or possible to issue a written
authorization in advance, except for para-
graphs (c), (i), (n), and (o), which always re-
quire written or electronic advance author-
ization.

§ 301–71.106 Who must sign a trip-by-
trip authorization?

The appropriate official is deter-
mined as follows:

For The appropriate official to sign a trip-by-trip authorization is

Use of cash to procure common carrier
transportation.

An official at as low an administrative level as permitted by 41 CFR 101–203.2 to
ensure adequate consideration and review of the circumstances.

Travel on a Government aircraft ................. Determined under 41 CFR 101–37.405.
Acceptance of payment from a non-Federal

source for travel expenses.
An official at as low an administrative level as permitted by 41 CFR part 304 to en-

sure adequate consideration and review of the circumstances surrounding the
offer and acceptance of the payment.

Travel expenses related to attendance at a
conference.

A senior agency official.

All other specific authorizations .................. An official who may issue the employee a general authorization.

§ 301–71.107 When authorizing travel,
what factors must the authorizing
official consider?

The following factors must be consid-
ered:

(a) The need for the travel;
(b) The use of travel substitutes (e.g.,

mail, teleconferencing, etc.);
(c) The most cost effective routing

and means of accomplishing travel; and
(d) The employee’s travel plans, in-

cluding plans to take leave in conjunc-
tion with travel.

§ 301–71.108 What internal policies and
procedures must we establish for
travel authorization?

You must establish the following:
(a) The circumstances under which

different types of travel authorizations
will be used, consistent with the guide-
lines in this subpart;

(b) Who will be authorized to sign
travel authorizations; and

(c) What format you will use for trav-
el authorizations.

[63 FR 15974, Apr. 1, 1998; 63 FR 35538, June 30,
1998]

Subpart C—Travel Claims for
Reimbursement

§ 301–71.200 Who must review and sign
travel claims?

The travel authorizing/approving of-
ficial or his/her designee (e.g., super-

visor of the traveler), must review and
sign travel claims to confirm the au-
thorized travel.

§ 301–71.201 What are the reviewing of-
ficial’s responsibilities?

The reviewing official must have full
knowledge of the employee’s activities.
He/she must ensure:

(a) The claim is properly prepared in
accordance with the pertinent regula-
tions and agency procedures;

(b) A copy of authorization for travel
is provided;

(c) The types of expenses claimed are
authorized and allowable expenses;

(d) The amounts claimed are accu-
rate; and

(e) The required receipts, statements,
justifications, etc. are attached to the
travel claim.

§ 301–71.202 May we pay a claim when
an employee does not include a
copy of the corresponding author-
ization?

Yes, as long as the travel claim was
signed by the approving/authorizing of-
ficial, except for the following, which
require advance authorization:

(a) Use of reduced fares for group or
charter arrangements;

(b) Payment of a reduced rate of per
diem for subsistence expenses;

(c) Acceptance of payment from a
non-Federal source for travel expenses;
and
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(d) Travel expenses related to attend-
ance at a conference.

§ 301–71.203 Who is responsible for the
validity of the travel claim?

The certifying officer assumes ulti-
mate responsibility under 31 U.S.C. 3528
for the validity of the claim; however:

(a) The traveler must ensure all trav-
el expenses are prudent and necessary
and submit the expenses in the form of
a proper claim;

(b) The authorizing/approving official
shall review the completed claim to en-
sure that the claim is properly pre-
pared in accordance with regulations
and agency procedures prior to author-
izing it for payment.

NOTE TO § 301–71.203: You should consider
limiting the levels of approval to the lowest
level of management.

§ 301–71.204 When must we pay a trav-
el claim?

You must pay a travel claim as soon
as practical after submission of a prop-
er travel claim.

§ 301–71.205 Under what cir-
cumstances may we disallow a
claim for an expense?

If the employee:
(a) Does not properly itemize his/her

expenses;
(b) Does not provide required receipts

or other documentation to support the
claim; or

(c) Claims an expense which is not
authorized.

§ 301–71.206 What must we do if we
disallow a travel claim?

You must:
(a) Pay the employee the amount of

the travel claim which is not in dis-
pute;

(b) Notify the employee that the
claim was disallowed with a detailed
explanation of why; and

(c) Tell the employee how to appeal
the disallowance if he/she desires an
appeal, and your process and schedule
for deciding the appeal.

§ 301–71.207 What internal policies and
procedures must we establish for
travel reimbursement?

You must establish policies and pro-
cedures governing:

(a) Who are the proper officials to re-
view, approve, and certify travel
claims (including travel claims requir-
ing special authorization);

(b) How an employee should submit a
travel claim (including whether to use
a standard form or an agency form and
whether the form should be written or
electronic);

(c) When you will exempt employees
from the requirement for a receipt;

(d) Timeframes for employee to sub-
mit a claim (see § 301–52.7);

(e) Timeframe for agency to pay a
claim (see § 301–71.204);

(f) Process for disallowing a claim;
and

(g) Process for resolving a disallowed
claim.

Subpart D—Accounting for Travel
Advances

§ 301–71.300 What is the policy govern-
ing the use of travel advances?

You should minimize the use of cash
travel advances. However, you should
not require an employee to pay travel
expenses using personal funds unless
the employee has elected not to use al-
ternative resources provided by the
Government, such as a Government
contractor-issued charge card.

§ 301–71.301 For how long may we
issue a travel advance?

You may issue a travel advance for a
reasonable period not to exceed 45
days.

§ 301–71.302 What data must we cap-
ture in our travel advance account-
ing system?

You must capture the following data:
(a) The name and social security

number of each employee who has an
advance;

(b) The amount of the advance;
(c) The date of issuance; and
(d) The date of reconciliation for un-

used portions of travel advances.

[63 FR 15974, Apr.1, 1998; 63 FR 35538, June 30,
1998]
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§ 301–71.303 Are we responsible for en-
suring the collection of outstanding
travel advances?

Yes.

§ 301–71.304 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.

§ 301–71.305 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.

§ 301–71.306 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).

§ 301–71.307 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.

§ 301–71.308 What internal policies and
procedures must we establish gov-
erning travel advances?

Accounting for cash advances for
travel, recovery, and reimbursement
shall be in accordance with procedures
prescribed by the General Accounting
Office (see General Accounting Office
Policy and Procedures Manual for
Guidance of Federal Agencies, Title 7,
Fiscal Procedures).

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?

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?
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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. 486.

SOURCE: 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.

[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,
car rentals, etc.) with travel authoriza-
tions and claims to assure that only
authorized charges are paid.

§ 301–72.101 What information should
we provide an employee before au-
thorizing the use of common carrier
transportation?

You should provide the employee:
(a) Notice that he/she is accountable

for all tickets, GTRs and other trans-
portation documents;

(b) Your procedures for the control
and accounting of common carrier
transportation documents, including
the procedures for submitting unused,
partially used, downgraded/exchanged
tickets, refund receipts or ticket re-
fund applications, and denied boarding
compensation; and

(c) A credit/refund address so the car-
rier can credit/refund the agency for
unused tickets (when the tickets have
been issued using an agency centrally
billed account or by GTR).
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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?

In accordance with § 301–51.100.

§ 301–72.201 What must we do if an em-
ployee uses cash in excess of the
$100 limit to purchase common car-
rier transportation?

To justify the use of cash in excess of
$100, both the agency and traveler must
certify on the travel claim the neces-
sity for such use. See 41 CFR 101–41.203–
2.

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

You must ensure the delegation of
authority for the authorization or ap-
proval of cash payments over the $100
limit is in accordance with 41 CFR 101–
41.203–2.

§ 301–72.203 When may we limit trav-
eler reimbursement for a cash pay-
ment?

If you determine that the cash pay-
ment was made under a non-emergency
circumstance, reimbursement to the
traveler must not exceed the cost
which would have been properly
chargeable to the Government had the
traveler used a government provided
payment resource, (e.g. individual Gov-
ernment contractor-issued travel
charge card, centrally billed account,
or GTR). However, an agency can de-
termine to make full payment when
circumstances warrant (e.g. invita-
tional travel, infrequent travelers and
interviewees).

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

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

You must establish procedures to en-
courage travelers to use the GSA indi-
vidual Government contractor-issued
travel charge card(s), or your agency’s
centrally billed or other established ac-

count, or a GTR (when no other option
is available or feasible).

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

Subpart D—Unused, Partially Used,
Exchanged, Canceled, or
Oversold Common Carrier
Transportation Services

§ 301–72.300 What procedures must we
establish to collect unused, par-
tially used, and exchanged tickets?

You must establish administrative
procedures providing:

(a) Written instructions explaining
traveler liability for the value of tick-
ets issued until all ticket coupons are
used or properly accounted for on the
travel voucher;

(b) Instructions for submitting pay-
ments received from carriers for failure
to provide confirmed reserved space;

(c) The traveler with a ‘‘bill charges
to’’ address, so that the traveler can
provide this information to the carrier
for returned or exchanged tickets.

(d) Procedures for promptly identify-
ing any unused tickets, coupons, or
other evidence of refund due the Gov-
ernment.

§ 301–72.301 How do we process un-
used, partially used, and exchanged
tickets?

(a) For unused or partially used tickets
purchased with GTRs: You must obtain
the unused or partially used ticket
from the traveler, issue a form SF 1170
‘‘Redemption of Unused Ticket’’ to the
airline that issued the ticket, maintain
a suspense file to monitor the airline
refund, and record and deposit the air-
line refund upon receipt. See 41 CFR
101–41.210 for policies and procedures
regarding the use of the SF 1170.

(b) For unused or partially used tickets
purchased under centrally billed ac-
counts: You must obtain the unused
ticket from the traveler, return it to
the issuing office that furnished the
airline ticket, obtain a receipt indicat-
ing a credit is due, and confirm that
the value of the unused ticket has been
credited to the centrally billed ac-
count.

(c) For exchanged tickets purchased
with GTRs: You must obtain the airline
refund application or receipt from the
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traveler, maintain a suspense file to
monitor the airline refund. For addi-
tional guidance see 41 CFR 101–41.210.

(d) For exchanged tickets purchased
under centrally billed accounts: You
must obtain the airline receipt from
the traveler showing a credit is due the
agency, and ensure that the unused
portion of the exchanged ticket coupon
is credited to the centrally billed ac-
count.

PART 301–73—TRAVEL PROGRAMS

Subpart A—General Rules

Sec.
301–73.1 What are the elements of a Federal

travel management program?
301–73.2 What are our responsibilities when

we participate in a Federal travel man-
agement program?

Subpart B—Travel Management Services
(TMS)

301–73.100 Should we use a travel manage-
ment service?

301–73.101 What are the basic services that
should be covered by a travel arrange-
ment system?

301–73.102 Must we require travelers to use a
travel management system?

301–73.103 Are there any exceptions to this
requirement?

Subpart C—Contract Passenger
Transportation Services

301–73.200 Must we require our employees to
use GSA’s contract passenger transpor-
tation services program?

301–73.201 What method of payment may be
used for contract passenger transpor-
tation service?

301–73.202 Can contract fares be used for
personal travel?

Subpart D—Travel Payment System

301–73.300 What is a travel payment system?
301–73.301 How do we obtain travel payment

system services?

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

SOURCE: 63 FR 15978, Apr. 1, 1998, unless
otherwise noted.

Subpart A—General Rules

NOTE TO § 301–73.101: For purposes of this
subpart, GSA uses a ‘‘we’’ question when re-
ferring to an agency, and an ‘‘I’’ question
when referring to the employee.

§ 301–73.1 What are the elements of a
Federal travel management pro-
gram?

They are:
(a) Travel management services, in-

cluding electronic travel management
services and commercial travel agents
under contract to GSA or another Fed-
eral agency;

(b) Commercial passenger transpor-
tation services (e.g. airlines, rental
cars, trains, etc.);

(c) Travel payment system services
such as Government contractor-issued
individually billed cards, centrally
billed accounts, travelers checks, and
automated-teller-machine (ATM) serv-
ices.

[63 FR 15978, Apr. 1, 1998; 63 FR 35538, June 30,
1998]

§ 301–73.2 What are our responsibil-
ities to participate in a Federal
travel management program?

You must:
(a) Ensure that you have internal

policies and procedures in place to gov-
ern use of the program; and

(b) Designate an authorized rep-
resentative to administer the program.

Subpart B—Travel Management
Services (TMS)

§ 301–73.100 Should we use a travel
management service?

Yes.

§ 301–73.101 What are the basic serv-
ices that should be covered by a
travel management system?

The travel management system se-
lected should, as a minimum include:

(a) The ability to provide the follow-
ing as appropriate to the agency’s trav-
el needs:

(1) Common carrier information (e.g.,
flight confirmation and seat assign-
ment; compliance with the Fly Amer-
ica Act, governmentwide travel poli-
cies, and contract city-pair fares, elec-
tronic ticketing and ticket delivery);

(2) Lodging information (e.g., room
availability and confirmation, compli-
ance with Hotel/Motel Fire Safety Act,
per diem rate acceptability);

(3) Car rental information (e.g. avail-
ability of Government rate and con-
firmation of reservations).
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(b) Provide basic management infor-
mation, such as:

(1) Number of reservations by type of
service (common carrier, lodging, and
car rental);

(2) Policy compliance and reasons for
exceptions;

(3) Origin and destination points of
common carrier use;

(4) Destination points for lodging ac-
commodations;

(5) Number of lodging nights in ap-
proved accommodations;

(6) City or location where car rentals
are obtained;

(7) Other tasks, e.g., reconciliation of
charges on centrally billed accounts,
processing ticket refunds.

NOTE TO § 301–73.101: The government of the
District of Columbia is excluded from col-
lecting the data required by the Hotel/Motel
Fire Safety Act, as amended.

[63 FR 15978, Apr. 1, 1998; 63 FR 35538, June 30,
1998]

§ 301–73.102 Must we require travelers
to use a travel management system?

Yes, starting January 1, 2001, to im-
plement the Hotel/Motel Fire Safety
Act, as amended (see 5 U.S.C. 5707c).
Until that time, you should encourage
your travelers to use the travel man-
agement system selected by you for all
common carrier, lodging, and car rent-
al arrangements. Beginning January 1,
2001, you must require travelers to use
the travel management system se-
lected by you.

§ 301–73.103 Are there any exceptions
to this requirement?

An agency head, or his/her designee,
may exempt certain types of travel ar-
rangements from the mandatory use of
the travel management system. In cer-
tain situations, it may be impractical
to make advance reservations, and
therefore no reason exists to use a
TMS.

Subpart C—Contract Passenger
Transportation Services

§ 301–73.200 Must we require our em-
ployees to use GSA’s contract pas-
senger transportation services pro-
gram?

Yes, if such services are available to
your agency.

§ 301–73.201 What method of payment
may be used for contract passenger
transportation service?

GSA individual Government contrac-
tor-issued travel charge card(s), or
your agency centrally billed or other
established account, or a GTR (when
no other option is available or fea-
sible).

[63 FR 15978, Apr. 1, 1998; 63 FR 35538, June 30,
1998]

§ 301–73.202 Can contract fares be
used for personal travel?

No.

SUBPART D—TRAVEL PAYMENT
SYSTEM

§ 301–73.300 What is a travel payment
system?

A system to facilitate the payment of
official travel and transportation ex-
penses which includes, but is not lim-
ited to:

(a) Issuance and maintenance of Gov-
ernment contractor-issued individually
billed charge cards;

(b) Establishment of centrally billed
accounts for the purchase of travel and
transportation services;

(c) Issuance of travelers checks; and
(d) Provision of automated-teller-ma-

chine (ATM) services worldwide.

[63 FR 15978, Apr. 1, 1998; 63 FR 35538, June 30,
1998]

§ 301–73.301 How do we obtain travel
payment system services?

You may participate in GSA’s or an-
other Federal agency’s travel payment
system services program or you may
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contract directly with a travel pay-
ment system service if your agency has
contracting authority and you are not
a mandatory user of GSA’s charge card
program.

NOTE TO § 301–73.301: Under the new GSA
charge card program effective November 30,
1998, it will be your responsibility to select
the vendor that will be most beneficial to
your agency’s travel and transportation
needs.

PART 301–74—CONFERENCE
PLANNING

Sec.
301–74.1 What is a conference?
301–74.2 What are ‘‘conference costs’’?
301–74.3 What are ‘‘conference attendees’

travel costs’’?
301–74.4 What are ‘‘conference attendees’

time costs’’?
301–74.5 Who must authorize employee at-

tendance at conferences and the Govern-
ment sponsorship or funding, in whole or
in part, of conferences?

301–74.6 Are there any requirements for
sponsoring or funding a conference at a
place of public accommodation?

301–74.7 May we waive the requirement?
301–74.8 What must be included in any ad-

vertisement or application form for con-
ference attendance?

301–74.9 What policies must we establish
governing the selection of a conference
site?

301–74.10 What records must we maintain to
document the selection of a conference
site?

301–74.11 What special rules apply when we
conduct a conference in the District of
Columbia?

301–74.12 What policies and procedures must
we establish to govern the selection of
conference attendees?

301–74.13 May we include conference admin-
istrative costs in an employee’s per diem
allowance payment for attendance at a
conference?

AUTHORITY: 5 U.S.C. 5707.

SOURCE: 63 FR 15979, Apr. 1, 1998, unless
otherwise noted.

§ 301–74.1 What is a conference?

A meeting, retreat, seminar, sympo-
sium or event that involves attendee
travel. The term also applies to train-
ing activities that are considered to be
conferences under 5 CFR 410.404.

§ 301–74.2 What are ‘‘conference
costs’’?

Conference costs are all costs paid by
the government for a conference,
whether paid directly by agencies or
reimbursed by agencies to travelers or
others associated with the conference,
e.g., speakers, contractors, etc. Such
costs include, but are not limited to:
travel to and from the conference,
ground transportation, lodging, meals
and incidental costs, meeting room and
audiovisual costs, registration fees,
speaker fees, other conference-related
administrative fees, and the cost of
employees’ time spent at the con-
ference and traveling to and from the
conference.

§ 301–74.3 What are ‘‘conference
attendees’ travel costs’’?

‘‘Conference attendees’ travel costs’’
are authorized transportation and per
diem expenses incurred in attending a
conference at Government expense.

§ 301–74.4 What are ‘‘conference
attendees’ time costs’’?

‘‘Conference attendees’ time costs’’
are the costs of employee’s time spent
at a conference (including en route
travel time during normal duty hours).

§ 301–74.5 Who must authorize em-
ployee attendance at conferences
and the Government sponsorship or
funding, in whole or in part, of con-
ferences?

A senior agency official, other than
attendee.

§ 301–74.6 Are there any requirements
for sponsoring or funding a con-
ference at a place of public accom-
modation?

Yes. When you sponsor or fund, in
whole or in part, a conference at a
place of public accommodation in the
U.S., you must use a FEMA approved
accommodation, except as provided in
§ 301–74.7. This provision also applies:

(a) To the government of the District
of Columbia only when it expends Fed-
eral funds for a conference; and

(b) To a non-Federal entity to which
Government funds are provided for the
conference.

[63 FR 15979, Apr. 1, 1998; 63 FR 35538, June 30,
1998]
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§ 301–74.7 May we waive the require-
ment?

Yes, if the head of your agency
makes a written determination on an
individual case basis that waiver of the
requirement to use FEMA approved ac-
commodation is necessary in the public
interest for a particular event. Your
agency head may delegate this waiver
authority to a senior agency official
who is given all authority with respect
to conferences sponsored or funded, in
whole or in part, by your agency.

§ 301–74.8 What must be included in
any advertisement or application
form for conference attendance?

Any advertisement or application for
attendance at the conference must in-
clude notice that agencies are prohib-
ited from using a non-FEMA approved
place of public accommodation for con-
ferences. In addition, any executive
agency as defined in 5 U.S.C. 105 shall
notify all non-Federal entities to which
it provides federal funds of this prohi-
bition.

[63 FR 15979, Apr. 1, 1998; 63 FR 35538, June 30,
1998]

§ 301–74.9 What policies must we es-
tablish governing the selection of a
conference site?

You must establish policies that will:
(a) Minimize conference administra-

tive costs, conference attendees’ travel
costs, and conference attendees’ time
costs; and

(b) Maximize the use of Government-
owned or Government provided con-
ference facilities as much as possible.

(c) Identify opportunities to save
costs in selecting a particular con-
ference site (e.g., through the avail-
ability of attractive and competitive
rates during the off-season at a site
having seasonal rates).

§ 301–74.10 What records must we
maintain to document the selection
of a conference site?

For each conference you sponsor or
fund, in whole or in part, that involves
travel by 30 or more employees, you
must maintain a record of the cost of
each alternative conference site. You
must make these records available for
inspection by your Office of the Inspec-
tor General or other interested parties.

§ 301–74.11 What special rules apply
when we conduct a conference in
the District of Columbia?

(a) In addition to the general rules
provided in § 301–74.6, the following spe-
cial rules apply:

(1) You may not directly procure
lodging facilities in the District of Co-
lumbia without specific authorization
and appropriation from Congress (see
40 U.S.C. 34); and

(2) Any short-term conference meet-
ing space you obtain in the District of
Columbia must be procured under 41
CFR 101–17.101–4.

(b) The provisions of paragraph (a) of
this section do not prohibit payment of
per diem to an employee authorized to
obtain lodging in the District of Co-
lumbia while performing official busi-
ness travel.

§ 301–74.12 What policies and proce-
dures must we establish to govern
the selection of conference
attendees?

You must establish polices that re-
duce the overall cost of attending a
conference. The policies and procedures
must:

(a) Limit your agency’s representa-
tion to the minimum number of
attendees necessary to accomplish
your agency’s mission; and

(b) Provide for the consideration of
travel expenses when selecting
attendees.

§ 301–74.13 May we include conference
administrative costs in an employ-
ee’s per diem allowance payment
for attendance at a conference?

No. Per diem is intended only to re-
imburse the attendee’s subsistence ex-
penses. You must pay conference ad-
ministrative costs separately.

PART 301–75—PRE-EMPLOYMENT
INTERVIEW TRAVEL

Subpart A—General Rules

Sec.
301–75.1 What is the purpose of the allow-

ance for pre-employment interview trav-
el expenses?

301–75.2 May we pay pre-employment inter-
view travel expenses?

301–75.3 What governing policies and proce-
dures must we establish related to pre-
employment interview travel?
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301–75.4 What other responsibilities do we
have for pre-employment interview trav-
el?

Subpart B—Travel Expenses

301–75.100 Must we pay all of the
interviewee’s pre-employment interview
travel expenses?

301–75.101 What pre-employment interview
travel expenses may we pay?

301–75.102 What pre-employment interview
travel expenses are not payable?

301–75.103 What are our responsibilities
when we authorize an interviewee to use
common carrier transportation to per-
form pre-employment interview travel?

Subpart C—Obtaining Travel Services and
Claiming Reimbursement

301–75.200 How will we pay for pre-employ-
ment interviewee travel expenses?

301–75.201 May we allow the interviewee to
use individual Government contractor-
issued charge cards for pre-employment
interview travel?

301–75.202 What must we do if the
interviewee exchanges the ticket he or
she has been issued?

301–75.203 May we provide the interviewee
with a travel advance?

301–75.204 May we use Government contrac-
tor-issued travelers checks to pay for the
interviewee’s travel expenses?

301–75.205 Is the interviewee required to
submit a travel claim to us?

AUTHORITY: 5 U.S.C. 5707.

SOURCE: 63 FR 15980, Apr. 1, 1998, unless
otherwise noted.

Subpart A—General Rules

§ 301–75.1 What is the purpose of the
allowance for pre-employment
interview travel expenses?

To help you recruit highly qualified
individuals.

§ 301–75.2 May we pay pre-employment
interview travel expenses?

Yes, if you determine it is in the best
interest of the Government to do so.
However, pre-employment travel ex-
penses may not be authorized to offset
or defray other expenses not allowable
under this subpart.

§ 301–75.3 What governing policies and
procedures must we establish relat-
ed to pre-employment interview
travel?

You must establish policies and pro-
cedures governing:

(a) When you will pay pre-employ-
ment interview travel expenses, includ-
ing the criteria for determining which
individuals or positions qualify for pay-
ment of such expenses;

(b) Who will determine, in each indi-
vidual case, that a person qualifies for
pre-employment interview travel ex-
penses; and

(c) Who will determine what expenses
you will pay for each individual
interviewee.

§ 301–75.4 What other responsibilities
do we have for pre-employment
interview travel?

You must:
(a) Provide your interviewees with a

list of FEMA approved accommoda-
tions in the vicinity of the interview,
and encourage them to stay in an ap-
proved accommodation;

(b) Inform the interviewee that he/
she is responsible for excess cost and
any additional expenses that he/she in-
curs for personal preference or conven-
ience;

(c) Inform the interviewee that the
Government will not pay for excess
costs resulting from circuitous routes,
delays, or luxury accommodations or
services unnecessary or unjustified in
the performance of official business;

(d) Assist the interviewee in prepar-
ing the travel claim;

(e) Provide the interviewee with in-
structions on how to submit the claim;
and

(f) Inform the interviewee that he/she
may subject himself/herself to criminal
penalties if he or she knowingly pre-
sents a false, fictitious, or fraudulent
travel claim 18 U.S.C. 287 and 1001.

[63 FR 15980, Apr. 1, 1998; 63 FR 35538, June 30,
1998]
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41 CFR Ch. 301 (7–1–98 Edition)§ 301–75.100

Subpart B—Travel Expenses
§ 301–75.100 Must we pay all of the

interviewee’s pre-employment inter-
view travel expenses?

If you decide to pay the interviewee
per diem or common carrier transpor-
tation costs, you must pay the full
amount of such cost to which the
interviewee would be entitled if the
interviewee were a Government em-
ployee traveling on official business.

§ 301–75.101 What pre-employment
interview travel expenses may we
pay?

You may pay the following expenses:
(a) Transportation expenses as pro-

vided in part 301–10 of this chapter;
(b) Per diem expenses as provided in

part 301–11 of this chapter;
(c) Miscellaneous expenses as pro-

vided in part 301–12 of this chapter; and
(d) Travel expenses of an individual

with a disability or special need as pro-
vided in part 301–13 of this chapter.

§ 301–75.102 What pre-employment
interview travel expenses are not
payable?

You may not pay expenses for:
(a) Use of communication services for

purposes other than communication di-
rectly related to travel arrangement
for the Government interview.

(b) Hire of a room at a hotel or other
place to transact official business.

§ 301–75.103 What are our responsibil-
ities when we authorize an
interviewee to use common carrier
transportation to perform pre-em-
ployment interview travel?

You must provide the interviewee
with one of the following:

(a) A common carrier ticket;
(b) A GTR; or
(c) A point of contact with your trav-

el management center to arrange the
common carrier transportation. In this
instance, you must notify the travel
management center that the
interviewee is authorized to receive a
ticket for the trip;

(d) Written instructions explaining
your procedures and the liability of the
interviewee for controlling and ac-
counting for passenger transportation
documents, if common carrier trans-
portation is required;

(e) A credit/refund address for any
common carrier transportation pro-
vided for unused government furnished
tickets.

[63 FR 15980, Apr. 1, 1998; 63 FR 35538, June 30,
1998]

Subpart C—Obtaining Travel Serv-
ices and Claiming Reimburse-
ment

§ 301–75.200 How will we pay for pre-
employment interviewee travel ex-
penses?

For You will

Common carrier transportation expenses
other than local transportation.

Bill the expenses to a centrally billed or other agency established account or pro-
vide the traveler with a GTR when no other option is available or feasible.

Other expenses ........................................... Require payment by the interviewee and reimburse the interviewee for allowable
travel expenses upon submission and approval of his/her travel claim.

[63 FR 15980, Apr. 1, 1998; 63 FR 35538, June 30, 1998]

§ 301–75.201 May we allow the
interviewee to use individual Gov-
ernment contractor-issued charge
cards for pre-employment interview
travel?

No.

§ 301–75.202 What must we do if the
interviewee exchanges the ticket he
or she has been issued?

If You will inform the traveler

The new ticket is more expensive than the
ticket you provided.

That he/she must pay the difference using personal funds and he/she will not re-
ceive reimbursement for the extra amount.

The new ticket is less expensive than the
ticket you provided.

Provide the interviewee with a credit/refund address by attaching a copy of the
GTR, or some other document containing this information, to either the ticket or
the travel authorization as provided in 41 CFR 101–41.210.

[63 FR 15980, Apr. 1, 1998; 63 FR 35538, June 30, 1998]
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§ 301–75.203 May we provide the
interviewee with a travel advance?

No.

§ 301–75.204 May we use Government
contractor-issued travelers checks
to pay for the interviewee’s travel
expenses?

No.

§ 301–75.205 Is the interviewee re-
quired to submit a travel claim to
us?

No. Only if the interviewee wants to
be reimbursed, then he or she must
submit a travel claim in accordance
with your agency procedures in order
to receive reimbursement for pre-em-
ployment interview travel expense.

APPENDIX A TO CHAPTER 301—PRE-
SCRIBED MAXIMUM PER DIEM RATES
FOR CONUS

The maximum rates listed below are pre-
scribed under § 301–7.3(a) of this chapter for
reimbursement of per diem expenses in-

curred during official travel within CONUS
(the continental United States). The amount
shown in column (a) is the maximum that
will be reimbursed for lodging expenses in-
cluding applicable taxes. The M&IE rate
shown in column (b) is a fixed amount al-
lowed for meals and incidental expenses cov-
ered by per diem. The per diem payment cal-
culated in accordance with part 301–7 of this
chapter for lodging expenses plus the M&IE
rate may not exceed the maximum per diem
rate shown in column (c). Seasonal rates
apply during the periods indicated.

It is the policy of the Government, as re-
flected in the Hotel Motel Fire Safety Act of
1990 (Pub. L. No. 101–391, September 25, 1990),
referred to as ‘‘the Act’’ in this paragraph, to
save lives and protect property by promoting
fire safety in hotels, motels, and all places of
public accommodation affecting commerce.
In furtherance of the Act’s goals, employees
are encouraged to stay in a facility which is
fire-safe, i.e., an approved accommodation,
when commercial lodging is required. Lodg-
ings that have met the Government require-
ments are listed on the U. S. Fire Adminis-
tration’s Internet site at http://
www.usfa.fema.gov/hotel/index.htm.

Per diem locality Maximum
lodging
amount

(includes
applicable

taxes)
(a)

+ M&IE
rate
(b)

=

Maximum
per diem

rate 4

(c)Key city 1 County and/or other defined location 2 , 3

CONUS, Standard rate ................. ..................................................................... $50 $30 $80
(Applies to all locations within CONUS not specifically listed below or en-

compassed by the boundary definition of a listed point. However, the
standard CONUS rate applies to all locations within CONUS, including
those defined below, for certain relocation subsistence allowances. See
parts 302–2, 302–4, and 302–5 of this subtitle.)

ALABAMA
Birmingham ............................ Jefferson ..................................................... 64 38 102
Gulf Shores ............................ Baldwin.

(May 1–September 30) ....... ..................................................................... 104 34 138
(October 1–April 30) ........... ..................................................................... 60 34 94

Huntsville ................................ Madison ...................................................... 64 34 98
Mobile ..................................... Mobile ......................................................... 62 38 100
Montgomery ........................... Montgomery ................................................ 67 30 97

ARIZONA
Casa Grande .......................... Pinal.

(January 1–April 30) ........... ..................................................................... 61 30 91
(May 1–December 31) ........ ..................................................................... 54 30 84

Chinle ..................................... Apache.
(April 1–October 31) ........... ..................................................................... 93 30 123
(November 1–March 31) ..... ..................................................................... 60 30 90

Flagstaff .................................. All points in Coconino County not covered
under Grand Canyon per diem area..

(April 1–October 31) ........... ..................................................................... 79 34 113
(November 1–March 31) ..... ..................................................................... 59 34 93

Grand Canyon ........................ All points in the Grand Canyon National
Park and Kaibab National Forest within
Coconino County.

111 38 149

Kayenta .................................. Navajo.
(April 1–October 31) ........... ..................................................................... 105 30 135
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