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President, contact the Office of the 
Counsel to the President or the Office 
of the Counsel to the Vice President, 
respectively. 

Subpart J—Policies and Proce-
dures for Agencies That Own 
or Hire Government Aircraft 
for Travel 

SOURCE: FTR Amdt. 2004–02, 69 FR 34305, 
June 21, 2004, unless otherwise noted. 

§ 301–70.900 May we use our Govern-
ment aircraft to carry passengers? 

Yes. You may use Government air-
craft, i.e., aircraft that you own, bor-
row, operate as a bailed aircraft, or 
hire as a commercial aviation service 
(CAS), to carry Federal and non-Fed-
eral travelers, but only in accordance 
with the rules in 41 CFR 102–33.215 and 
102–33.220 and the regulations in this 
part. 

§ 301–70.901 Who may approve use of 
our Government aircraft to carry 
passengers? 

Your agency head or his/her designee 
must approve the use of your agency’s 
Government aircraft for travel, i.e., for 
carrying passengers and any crew-
members or qualified non-crew-
members who are also traveling. This 
approval must be in writing and may 
be for recurring travel. 

§ 301–70.902 Do we have any special 
responsibilities related to space 
available travel on our Government 
aircraft? 

Yes, except for travel authorized 
under 10 U.S.C. 2648 and regulations 
implementing that statute, you must 
certify in writing before carrying pas-
sengers on a space available basis on 
your Government aircraft that the air-
craft is scheduled to perform a bona 
fide governmental function. Bona fide 
governmental functions may include 
support for official travel. You must 
also certify that carrying a passenger 
in space available does not cause the 
need for a larger aircraft and does not 
result in more than minor additional 
cost to the Government. Your aircraft 
management office must retain this 
certification for two years. In an emer-
gency situation, prior verbal approval 

with an after-the-fact written certifi-
cation is permitted. 

[FTR Amdt. 2004-02, 69 FR 34305, June 21, 
2004, as amended at 85 FR 39849, July 2, 2020] 

§ 301–70.903 What are our responsibil-
ities for ensuring that Government 
aircraft are the most cost-effective 
alternative for travel? 

To help ensure that Government air-
craft are the most cost-effective alter-
native for travel, your aircraft man-
agement office must calculate the cost 
of a trip on your aircraft, whether Fed-
eral aircraft or CAS aircraft, and sub-
mit that information to the traveler’s 
designated travel-approving official 
upon request. The designated travel-ap-
proving official must use that informa-
tion to compare the cost of using Gov-
ernment aircraft with the cost of 
scheduled commercial airline service 
and the cost of using other available 
modes of transportation. When you op-
erate a Government aircraft to fulfill a 
non-travel related governmental func-
tion or for required use travel, using 
any space available for passengers on 
official travel is presumed to result in 
cost savings. For guidance on how and 
when to calculate the cost of a trip on 
a Government aircraft, see the ‘‘U.S. 
Government Aircraft Cost Accounting 
Guide,’’ published by the General Serv-
ices Administration, Office of Govern-
ment-wide Policy. To obtain a copy of 
the guide, please contact 
aviationpolicy@gsa.gov. 

[FTR Amdt. 2004-02, 69 FR 34305, June 21, 
2004, as amended at 85 FR 39849, July 2, 2020] 

§ 301–70.904 Must travelers whom we 
carry on Government aircraft be 
authorized to travel? 

Yes, every traveler on one of your 
aircraft must have a written travel au-
thorization from an authorizing execu-
tive agency, and he/she must present 
that authorization, before the flight, to 
the aircraft management office or its 
representative in the organization that 
owns or hires the Government aircraft. 
In addition to all passengers, those 
crewmembers and qualified non-crew-
members on a flight in which they are 
also traveling (i.e., being transported 
from point to point) are considered 
travelers and must also be authorized 
to travel on Government aircraft. 
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§ 301–70.905 What documentation must 
we retain for travel on our Govern-
ment aircraft? 

(a) You must retain for two years 
copies of travel authorizations for sen-
ior Federal officials and non-Federal 
travelers who travel on your Govern-
ment aircraft. 

(b) You must also retain for two 
years the following information for 
each flight: 

(1) The tail number of the Govern-
ment aircraft used. 

(2) The dates used for travel. 
(3) The name(s) of the pilot(s), other 

crewmembers, and qualified non-crew-
members. 

(4) The purpose(s) of the flight. 
(5) The route(s) flown. 
(6) The names of all passengers. 

§ 301–70.906 Must we report use of our 
Government aircraft to carry senior 
Federal officials and non-Federal 
travelers? 

Yes, except when the trips are classi-
fied, you must report to the General 
Services Administration, Office of Gov-
ernment-wide Policy, all uses of your 
aircraft for travel by any senior Fed-
eral official or non-Federal traveler, by 
using an electronic reporting tool 
found at ‘‘https://www.gsa.gov/sftr’’, un-
less travel is authorized under 10 U.S.C. 
2648 and regulations implementing that 
statute. 

[85 FR 39849, July 2, 2020] 

§ 301–70.907 What information must 
we report on the use of Government 
aircraft to carry senior Federal offi-
cials and non-Federal travelers and 
when must it be reported? 

You must report on a semi-annual 
basis to the General Services Adminis-
tration (GSA) information about Sen-
ior Federal officials and non-Federal 
travelers who fly aboard your aircraft. 
The reporting periods are October 1 
through March 31 and April 1 through 
September 30 of each fiscal year. A re-
port is due to GSA not later than 30 
calendar days after the close of each 
reporting period and must contain the 
following information: 

(a) The person’s name with indica-
tion that he/she is either a senior Fed-
eral official or a non-Federal traveler, 
whichever is appropriate. 

(b) The traveler’s organization and 
title or other appropriate descriptive 
information, e.g., dependent, press, etc. 

(c) Name of the authorizing agency. 
(d) The official purposes of the trip. 
(e) The destination(s). 
(f) For personal or political travel, 

the amount that the traveler must re-
imburse the Government (i.e., the full 
coach fare or appropriate share of that 
fare). 

(g) For official travel, the com-
parable city-pair fare (if available to 
the traveler) or the full coach fare if 
the city-pair fare is not available. 

(h) The cost to the Government to 
carry this person (i.e., the appropriate 
allocated share of the Federal or CAS 
aircraft trip costs). 

NOTE TO § 301–70.907: You are not required 
to report classified trips; however, you must 
maintain information on classified trips for 
two years. Most of the information required 
by paragraphs (a) through (g) of this section 
can be found on the traveler’s travel author-
ization. Your aircraft management office 
must provide the information about crew-
members and qualified non-crewmembers re-
quired by paragraph (b) as well as the infor-
mation required by paragraph (h). For more 
information on calculating costs, see the 
‘‘U.S. Government Aircraft Cost Accounting 
Guide,’’ published by the General Services 
Administration, Office of Government-wide 
Policy. To obtain a copy of the guide, please 
contact aviationpolicy@gsa.gov. 

[FTR Amdt. 2004-02, 69 FR 34305, June 21, 
2004, as amended at 85 FR 39849, July 2, 2020] 

§ 301–70.908 Must we make informa-
tion available to the public about 
travel by senior Federal officials 
and non-Federal travelers on Gov-
ernment aircraft? 

Yes, an agency that operates aircraft 
must make records about travelers on 
those aircraft available to the public in 
response to written requests under the 
Freedom of Information Act (5 U.S.C. 
552), except for portions exempt from 
disclosure under that Act (such as clas-
sified information). 

§ 301–70.909 What disclosure informa-
tion must we give to anyone who 
flies on our Government aircraft? 

You must give each person aboard 
your aircraft a copy of the following 
disclosure statement: 
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DISCLOSURE FOR PERSONS FLYING 
ABOARD FEDERAL GOVERNMENT AIR-
CRAFT 

NOTE: The disclosure contained herein is 
not all-inclusive. You should contact your 
sponsoring agency for further assistance. 

Generally, an aircraft used exclusively for 
the U.S. Government may be considered a 
’public aircraft’ as defined in 49 U.S.C. 40102 
and 40125, unless it is transporting pas-
sengers or operating for commercial pur-
poses. A public aircraft is not subject to 
many Federal aviation regulations, includ-
ing requirements relating to aircraft certifi-
cation, maintenance, and pilot certification. 
If a U.S. Government agency transports pas-
sengers on a Government aircraft, that agen-
cy must comply with all Federal aviation 
regulations applicable to civil aircraft. If 
you have questions about the status of a par-
ticular flight, you should contact the agency 
sponsoring the flight. 

You and your family have certain rights 
and benefits in the unlikely event you are in-
jured or killed while riding aboard a Govern-
ment aircraft. Federal employees and some 
private citizens are eligible for workers’ 
compensation benefits under the Federal 
Employees’ Compensation Act (FECA). When 
FECA applies, it is the sole remedy. For 
more information about FECA and its cov-
erage, consult with your agency’s benefits 
office or contact the Branch of Technical As-
sistance at the Department of Labor’s Office 
of Workers’ Compensation Programs at (202) 
693–0044. (These rules also apply to travel on 
other Government-owned or operated con-
veyances such as cars, vans, or buses.) 

State or foreign laws may provide for prod-
uct liability or ‘‘third party’’ causes of ac-
tions for personal injury or wrongful death. 
If you have questions about a particular case 
or believe you have a claim, you should con-
sult with an attorney. 

Some insurance policies may exclude cov-
erage for injuries or death sustained while 
traveling aboard a Government or military 
aircraft or while within a combat area. You 
may wish to check your policy or consult 
with your insurance provider before your 
flight. The insurance available to Federal 
employees through the Federal Employees 
Group Life Insurance Program does not con-
tain an exclusion of this type. 

If you are the victim of an air disaster re-
sulting from criminal activity, Victim and 
Witness Specialists from the Federal Bureau 
of Investigation (FBI) and/or the local U.S. 
Attorney’s Office will keep you or your fam-
ily informed about the status of the criminal 
investigation(s) and provide you or your 
family with information about rights and 
services, such as crisis intervention, coun-
seling and emotional support. State crime 
victim compensation may be able to cover 
crime-related expenses, such as medical 

costs, mental health counseling, funeral and 
burial costs, and lost wages or loss of sup-
port. The Office for Victims of Crime (an 
agency of the Department of Justice) is au-
thorized by the Antiterrorism Act of 1996 to 
provide emergency financial assistance to 
state programs, as well as the U.S. Attorneys 
Office, for the benefit of victims of terrorist 
acts or mass violence. 

If you are a Federal employee: 
1. If you are injured or killed on the job 

during the performance of duty - including 
while traveling aboard a Government air-
craft or other government-owned or operated 
conveyance for business purposes, you and 
your family are eligible to collect workers’ 
compensation benefits under FECA. You and 
your family may not file a personal injury or 
wrongful death suit against the United 
States or its employees. However, you may 
have cause of action against potentially lia-
ble third parties. 

2. You or your qualifying family member 
must normally also choose between FECA 
disability or death benefits, and those pay-
able under your retirement system (either 
the Civil Service Retirement System or the 
Federal Employees Retirement System). You 
may choose the benefit that is more favor-
able to you. 

If you are a private citizen not employed by 
the Federal Government: 

1. Even if you are not regularly employed 
by the Federal Government, if you are ren-
dering personal service to the Federal Gov-
ernment on a voluntary basis or for nominal 
pay, you may be defined as a Federal em-
ployee for purposes of FECA. If that is the 
case, you and your family are eligible to re-
ceive workers’ compensation benefits under 
FECA, but may not collect in a personal in-
jury or wrongful death lawsuit against the 
United States or its employees. You and 
your family may file suit against potentially 
liable third parties. Before you depart, you 
may wish to consult with the department or 
agency sponsoring the flight to clarify 
whether you are considered a Federal em-
ployee. 

2. If there is a determination that you are 
not a Federal employee, you and your family 
will not be eligible to receive workman’s 
compensation benefits under FECA. If you 
are traveling for business purposes, you may 
be eligible for workman’s compensation ben-
efits under state law. If the accident occurs 
within the United States, or its territories, 
its airspace, or over the high seas, you and 
your family may claim against the United 
States under the Federal Tort Claims Act or 
Suits in Admiralty Act. If you are killed 
aboard a military aircraft, your family may 
be eligible to receive compensation under 
the Military Claims Act, or if you are an in-
habitant of a foreign country, under the For-
eign Claims Act. 
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§ 301–70.910 Do the rules in this part 
apply to travel on Government air-
craft by the President and Vice 
President or by individuals trav-
eling in support of the President 
and Vice President? 

Given the unique functions and needs 
of the presidency and the vice presi-
dency, section 4 of Circular A–126, 
‘‘Improving the Management and Use 
of Government Aircraft,’’ Revised May 
1992, makes clear that Circular A–126 
does not apply to aircraft while in use 
by or in support of the President or 
Vice President. Since the principal 
purpose of the rules in this part is to 
implement Circular A–126, the rules in 
this part also do not apply to such 
travel. If any questions arise regarding 
travel related to the President or Vice 
President, contact the Office of the 
Counsel to the President or the Office 
of the Counsel to the Vice President, 
respectively. 

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 travel authoriza-

tion 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 Within how many calendar days 
after the submission of a proper travel 
claim must we reimburse the employee’s 
allowable expenses? 

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? 

301–71.208 Within how many calendar days 
after submission of a proper travel claim 
must we notify the employee of any er-
rors in the claim? 

301–71.209 Must we pay a late payment fee if 
we fail to reimburse the employee within 
30 calendar days after receipt of a proper 
travel claim? 

301–71.210 How do we calculate late payment 
fees? 

301–71.211 Is there a minimum amount the 
late payment fee must exceed before we 
will pay it? 

301–71.212 Should we report late payment 
fees as wages on a Form W-2? 

301–71.213 Is the additional fee, which is the 
equivalent to any late payment charge 
that the card contractor would have been 
able to charge had the employee not paid 
the bill, considered income? 

301–71.214 Does mandatory use of the Gov-
ernment contractor-issued travel charge 
card change the employee’s obligation to 
pay his/her travel card bill by the due 
date? 

Subpart D—Accounting for Travel 
Advances 

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

301–71.301 In situations where a lodging fa-
cility requires the payment of a deposit, 
may we reimburse an employee for an ad-
vance room deposit prior to the begin-
ning of scheduled official travel? 

301–71.302 For how long may we issue a trav-
el advance? 

301–71.303 What data must we capture in our 
travel advance accounting system? 

301–71.304 Are we responsible for ensuring 
the collection of outstanding travel ad-
vances? 
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