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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? 

301–70.201 May we issue a blanket actual ex-
pense authorization for our employees 
during a Presidentially-Declared Dis-
aster? 

Subpart D—Policies and Procedures 
Relating to Miscellaneous Expenses 

301–70.300 How should we administer the au-
thorization and payment of miscella-
neous 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 Are there any limitations to the 
payment of these expenses? 

301–70.503 What additional emergency ex-
penses should we allow? 

301–70.504 When the employee is able to 
travel, should we continue the use of the 
existing travel authorization? 

301–70.505 May any travel costs be reim-
bursed if the employee travels to an al-
ternate location for medical treatment? 

301–70.506 How do we define actual cost and 
constructive cost when an employee 
interrupts a travel assignment because of 
an incapacitating illness or injury? 

301–70.507 May we authorize per diem if an 
employee discontinues a TDY assign-
ment because of a personal emergency 
situation? 

301–70.508 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? 

301–70.509 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? 
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301–70.602 How often must we reevaluate the 
payment of transportation and subsist-
ence expenses to a threatened law en-
forcement/investigative employee? 

Subpart H—Policies and Procedures Relat-
ing to Mandatory Use of the Govern-
ment Contractor-Issued Travel Charge 
Card for Official Travel 

301–70.700 Must our employees use a Govern-
ment contractor-issued travel charge 
card for official travel expenses? 

301–70.701 Who has the authority to grant 
exemptions to mandatory use of Govern-
ment contractor-issued travel charge 
card for official travel? 

301–70.702 Must we notify the Administrator 
of General Services when we grant an ex-
emption? 

301–70.703 If we grant an exemption, does 
that prevent the employee from using 
the card on a voluntary basis? 

301–70.704 What classes of employees are ex-
empt from mandatory use of the Govern-
ment contractor-issued travel charge 
card? 

301–70.705 What methods of payment for of-
ficial travel expenses may we authorize 
when an exemption from use of the Gov-
ernment contractor-issued travel charge 
card is granted? 

301–70.706 For what purposes may an em-
ployee use the Government contractor- 
issued travel charge card while on offi-
cial travel? 

301–70.707 May an employee use the Govern-
ment contractor-issued travel charge 
card for personal use while on official 
travel? 

301–70.708 What actions may we take if an 
employee fails to activate the Govern-
ment contractor-issued travel charge 
card and/or misuses the travel charge 
card? 

301–70.709 What can we do to reduce travel 
charge card delinquencies? 

Subpart I—Policies and Procedures for 
Agencies That Authorize Travel on 
Government Aircraft 

301–70.800 Whom may we authorize to travel 
on Government aircraft? 

301–70.801 When may we authorize travel on 
Government aircraft? 

301–70.802 Must we ensure that travel on 
Government aircraft is the most cost-ef-
fective alternative? 

301–70.803 How must we authorize travel on 
a Government aircraft? 

301–70.804 What amount must the Govern-
ment be reimbursed for travel on a Gov-
ernment aircraft? 

301–70.805 Must we include special informa-
tion on a travel authorization for a sen-
ior Federal official or a non-Federal 

traveler who travels on Government air-
craft? 

301–70.806 What documentation must we re-
tain for travel on Government aircraft? 

301–70.807 Must we make information avail-
able to the public about travel by senior 
Federal officials and non-Federal trav-
elers on Government aircraft? 

301–70.808 Do the rules in this part apply to 
travel on Government aircraft by the 
President and Vice President or by indi-
viduals traveling in support of the Presi-
dent and Vice President? 

Subpart J—Policies and Procedures for 
Agencies That Own or Hire Govern-
ment Aircraft for Travel 

301–70.900 May we use our Government air-
craft to carry passengers? 

301–70.901 Who may approve use of our Gov-
ernment aircraft to carry passengers? 

301–70.902 Do we have any special respon-
sibilities related to space available trav-
el on our Government aircraft? 

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

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

301–70.905 What documentation must we re-
tain for travel on our Government air-
craft? 

301–70.906 Must we report use of our Govern-
ment aircraft to carry senior Federal of-
ficials and non-Federal travelers? 

301–70.907 What information must we report 
on the use of Government aircraft to 
carry senior Federal officials and non- 
Federal travelers and when must it be re-
ported? 

301–70.908 Must we make information avail-
able to the public about travel by senior 
Federal officials and non-Federal trav-
elers on Government aircraft? 

301–70.909 What disclosure information must 
we give to anyone who flies on our Gov-
ernment aircraft? 

301–70.910 Do the rules in this part apply to 
travel on Government aircraft by the 
President and Vice President or by indi-
viduals traveling in support of the Presi-
dent and Vice President? 

AUTHORITY: 5 U.S.C. 5707; 40 U.S.C. 121(c); 
Sec. 2, Pub. L. 105–264, 112 Stat. 2350 (5 U.S.C. 
5701, note); OMB Circular No. A–126, revised 
May 22, 1992; OMB Circular A–123, Appendix 
B, revised August 27, 2019. 

SOURCE: FTR Amdt. 70, 63 FR 15971, Apr. 1, 
1998, unless otherwise noted. 
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41 CFR Ch. 301 (7–1–23 Edition) § 301–70.1 

Subpart A—General Policies and 
Procedures 

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

When administering the authoriza-
tion and payment of travel expenses, 
you— 

(a) Must limit the authorization and 
payment of travel expenses to travel 
that is necessary to accomplish your 
mission in the most economical and ef-
fective manner, under rules stated 
throughout this chapter; 

(b) Should give consideration to 
budget constraints, adherence to travel 
policies, and reasonableness of ex-
penses; 

(c) Should always consider alter-
natives, including teleconferencing, 
prior to authorizing travel; and 

(d) Must require employees to use the 
ETS to process travel authorizations 
and claims for travel expenses once you 
migrate to the ETS, but no later than 
September 30, 2006, unless an exception 
has been granted under § 301–73.102 or 
§ 301–73.104 of this chapter. 

[FTR Amdt. 2003–07, 68 FR 71030, Dec. 22, 2003, 
as amended by FTR Amdt. 2007–05, 72 FR 
61539, Oct. 31, 2007] 

Subpart B—Policies and Proce-
dures Relating to Transpor-
tation 

§ 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. 

(c) When travel must be performed by 
automobile, agencies should next con-
sider using a Government-furnished 
automobile. 

(d) If a Government-furnished auto-
mobile is not available, agencies 
should then consider using the least ex-
pensive compact rental vehicle. 

(e) Agencies should lastly consider 
authorizing a POV only if the employee 
agrees to use a POV, because agencies 
cannot mandate employees to use their 
POV for official reasons. 

[FTR Amdt. 70, 63 FR 15971, Apr. 1, 1998, as 
amended by FTR Amdt. 2015–03 80 FR 27261, 
May 13, 2015] 

§ 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 other than coach class ac-
commodations under § 301–10.103 of this 
chapter; 

(2) Use of a special-reduced fare or re-
duced group or charter fare; 
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(3) Use of an extra-fare train service 
under § 301–10.160; 

(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 consider the use of a 

POV advantageous to the Government, 
such as travel to and from common 
carrier terminals or to the TDY loca-
tion. When determining whether the 
use of a POV to a TDY location is the 
most advantageous method of trans-
portation, you must consider the total 
cost of using a POV as compared to the 
total cost of using a rental vehicle, in-
cluding rental costs, fuel, taxes, park-
ing (at a common carrier terminal—not 
to exceed the cost of taxi or transpor-
tation network company fare, etc.), 
and any other relevant costs; 

(e) Procedures for claiming POV re-
imbursement; 

(f) Procedures for allowing the use of 
a special conveyance (e.g., taxis, TNCs, 
innovative mobility technology compa-
nies, or commercially rented vehicles), 
taking into account the requirements 
of § 301–10.450; 

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

(h) Whether to reimburse the full 
amount of transportation costs and in 
conjunction with TDY or only the 
amount by which transportation costs 
exceed the employee’s normal costs for 
transportation 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; 
(i) Develop and issue internal guid-

ance on what specific mission criteria 
justify use of other than coach class 
under § 301–10.103(a)(9) and the use of 
other than the least expensive compact 
car available under § 301–10.450(c). The 
justification criteria shall be noted on 
the traveler’s authorization. 

(j) Develop and publish internal guid-
ance regarding what constitutes a rest 
period upon arrival at a temporary 
duty location; and 

(k) Develop and publish internal 
guidance regarding when coach class 
seating upgrade fees will be authorized 
as advantageous to the Government 
and reimbursed (see § 301–10.121). 

[FTR Amdt. 70, 63 FR 15971, Apr. 1, 1998, as 
amended by FTR Amdt. 2005–03, 70 FR 28460, 
May 18, 2005; FTR Amdt. 2009–06, 74 FR 55149, 
Oct. 27, 2009; FTR Amdt. 2010–02, 75 FR 24436, 
May 5, 2010; FTR Amdt. 2010–07, 75 FR 72967, 
Nov. 29, 2010; FTR Amdt. 2015–03, 80 FR 27261, 
May 13, 2015; FTR Amdt. 2017–01, 83 FR 604, 
Jan. 5, 2018; FTR Case 2020–300–1, 87 FR 55706, 
Sept. 12, 2022] 

§ 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-furnished 
automobile? 

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

ment-furnished automobile . Such ad-
vantages may include, but are not lim-
ited 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. 

[FTR Amdt. 70, 63 FR 15971, Apr. 1, 1998, as 
amended by FTR Amdt. 015–03, 80 FR 27261, 
May 13, 2015] 

§ 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: 
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41 CFR Ch. 301 (7–1–23 Edition) § 301–70.200 

(a) Limit reimbursement to the con-
structive cost of the authorized method 
of transportation, which is the sum of 
travel and transportation expenses the 
employee would reasonably have in-
curred had the employee traveled by 
the method of transportation deemed 
to be most advantageous to the Gov-
ernment. The calculation will nec-
essarily involve assumptions. Exam-
ples of related expenses that could be 
considered constructive costs include, 
but are not limited to, taxi and TNC 
fares, baggage fees, rental car costs, 
tolls, ferry fees, and parking charges; 
and 

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

[FTR Amdt. 70, 63 FR 15971, Apr. 1, 1998, as 
amended at 88 FR 2845, Jan. 18, 2023] 

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, to issue a blanket authoriza-
tion for actual expenses under § 301– 
70.201 or when actual expenses are ap-
propriate in individual cases; and 

(g) Who will determine, and in what 
instances, an employee will be able to 
claim the full M&IE allowance even 
though meals are furnished to the em-

ployee by the Government, in accord-
ance with §§ 301–11.18(b) and 301–11.18(c). 

[FTR Amdt. 70, 63 FR 15971, Apr. 1, 1998, as 
amended by FTR Amdt. 2009–03, 74 FR 16329, 
Apr. 10, 2009; FTR Amdt. 2010–07, 75 FR 72967, 
Nov. 29, 2010; FTR Amdt. 2011–03, 76 FR 55275, 
Sept. 7, 2011] 

§ 301–70.201 May we issue a blanket 
actual expense authorization for 
our employees during a Presi-
dentially-Declared Disaster? 

Yes. A blanket authorization regard-
ing actual expense reimbursement may 
be issued to your employees assigned 
to perform TDY travel in an area sub-
ject to a Presidentially-Declared Dis-
aster. These authorizations must apply 
to a specific Declaration, and must end 
on the expiration date of the Declara-
tion, or one year from the date the 
Declaration is issued, whichever is 
sooner. A blanket authorization issued 
under this section shall not apply to 
any travel performed pursuant to chap-
ter 302 of this title. 

[FTR Amdt. 2011–03, 76 FR 55275, Sept. 7, 2011] 

Subpart D—Policies and Proce-
dures Relating to Miscella-
neous 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 
reimbursement in connection with offi-
cial travel, including but not limited 
to, fees for the use of automated teller 
machine (ATMs) when using the Gov-
ernment contractor-issued travel 
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Temp. Duty (TDY) Travel Allowances § 301–70.502 

charge card and expenses for laundry, 
cleaning, and pressing of clothing. 

[FTR Amdt. 70, 63 FR 15971, Apr. 1, 1998, as 
amended by FTR Amdt. 2016–02, 81 FR 63136, 
Sept. 14, 2016] 

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, et 
seq.) and 5 U.S.C. 3102 and part 301–13 of 
this chapter. An employee with a spe-
cial need should be treated the same as 
an employee with a disability. You 
must determine that additional travel 
expenses are necessary to accommo-
date the employee’s needs. 

[FTR Amdt. 2006–03, 71 FR 24597, Apr. 26, 2006, 
as amended at 85 FR 39849, July 2, 2020] 

§ 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 §§ 301–10.103 and 301–10.121, and 
when a determination may be based on 
a clearly visible and discernible phys-
ical condition; and 

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

[FTR Amdt. 70, 63 FR 15971, Apr. 1, 1998, as 
amended by FTR Case 2020–300–1, 87 FR 55706, 
Sept. 12, 2022] 

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, when an employee interrupts a 
travel assignment because of an inca-
pacitating illness or injury and takes 
leave (annual or sick), per diem will be 
allowed, not to exceed the maximum 
rate for the location where the inter-
ruption occurs, for a reasonable period, 
normally not to exceed 14 calendar 
days (including fractional days) for any 
one period of absence. You may ap-
prove a longer period if justified. 

[FTR Amdt. 108, 67 FR 57967, Sept. 13, 2002] 

§ 301–70.502 Are there any limitations 
to the payment of these expenses? 

Yes, there are limitations to the pay-
ment of these expenses. Per diem is not 
payable, or if paid, must be collected 
from the employee when— 

(a) The employee is confined to a hos-
pital or medical facility that is within 
the proximity of the official station or 
that is the same one the employee 
would have been admitted to if the ill-
ness or injury had occurred while at 
the official station; and/or 

(b) The Government provides or reim-
burses the employee for hospitalization 
under any Federal statute (including 
hospitalization in a Department of Vet-
erans Affairs (VA) medical center or 
military hospital) other than 5 U.S.C. 
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41 CFR Ch. 301 (7–1–23 Edition) § 301–70.503 

8901–8913 (Federal Employees Health 
Benefits program). 

[FTR Amdt. 108, 67 FR 57967, Sept. 13, 2002, as 
amended by FTR Amdt. 2010–07, 75 FR 72967, 
Nov. 29, 2010] 

§ 301–70.503 What additional emer-
gency expenses should we allow? 

When an employee discontinues a 
TDY assignment before its completion 
due to an incapacitating illness or in-
jury, you may pay— 

(a) Transportation and per diem ex-
penses for travel to an alternate loca-
tion to receive medical treatment; 

(b) Transportation and per diem ex-
penses to return to the official station; 
and 

(c) Transportation costs of a medi-
cally necessary attendant. 

[FTR Amdt. 108, 67 FR 57967, Sept. 13, 2002] 

§ 301–70.504 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. 

[FTR Amdt. 70, 63 FR 15971, Apr. 1, 1998. Re-
designated by FTR Amdt. 108, 67 FR 57967, 
Sept. 13, 2002] 

§ 301–70.505 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 § 301–70.505: An alternate location 
is a destination other than the employee’s 
official station or the point of interruption. 

[FTR Amdt. 70, 63 FR 15971, Apr. 1, 1998. Re-
designated by FTR Amdt. 108, 67 FR 57967, 
Sept. 13, 2002] 

§ 301–70.506 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 
travel and transportation expenses the 
employee would reasonably have in-
curred for round-trip travel between 
the official station and the alternate 
location plus per diem calculated for 
the appropriate en route travel time. 
The calculation will necessarily in-
volve assumptions. Examples of related 
expenses that could be considered con-
structive costs include, but are not 
limited to, taxi and TNC fares, baggage 
fees, rental car costs, tolls, ferry fees, 
and parking charges. 

[FTR Amdt. 70, 63 FR 15971, Apr. 1, 1998. Re-
designated by FTR Amdt. 108, 67 FR 57967, 
Sept. 13, 2002, as amended at 88 FR 2845, Jan. 
18, 2023] 

§ 301–70.507 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 
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an appropriate agency official, for re-
turn travel from the point of interrup-
tion to the official station. 

[FTR Amdt. 70, 63 FR 15971, Apr. 1, 1998. Re-
designated by FTR Amdt. 108, 67 FR 57967, 
Sept. 13, 2002] 

§ 301–70.508 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 incapaci-
tating illness or injury to the em-
ployee. 

[FTR Amdt. 70, 63 FR 15971, Apr. 1, 1998. Re-
designated by FTR Amdt. 108, 67 FR 57967, 
Sept. 13, 2002] 

§ 301–70.509 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. 

[FTR Amdt. 70, 63 FR 15971, Apr. 1, 1998. Re-
designated by FTR Amdt. 108, 67 FR 57967, 
Sept. 13, 2002] 

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 

(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. 

Subpart H—Policies and Proce-
dures Relating to Mandatory 
Use of the Government Con-
tractor-Issued Travel Charge 
Card for Official Travel 

SOURCE: FTR Amdt. 90, 65 FR 3056, Jan. 19, 
2000, unless otherwise noted. 
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41 CFR Ch. 301 (7–1–23 Edition) § 301–70.700 

§ 301–70.700 Must our employees use a 
Government contractor-issued trav-
el charge card for official travel ex-
penses? 

Yes, your employees must use a Gov-
ernment contractor-issued travel 
charge card for official travel expenses 
unless: 

(a) A vendor does not accept the trav-
el charge card; 

(b) The Administrator of General 
Services has granted an exemption. 
(see § 301–70.704); or 

(c) Your agency head or his/her des-
ignee has granted an exemption. 

§ 301–70.701 Who has the authority to 
grant exemptions to mandatory use 
of Government contractor-issued 
travel charge card for official trav-
el? 

(a) The Administrator of General 
Services will exempt any payment, per-
son, type or class of payments, or type 
or class of personnel in any case in 
which— 

(1) It is in the best interest of the 
United States to do so; 

(2) Payment through a travel charge 
card is impractical or imposes unrea-
sonable burdens or costs on Federal 
employees or Federal agencies; or 

(3) The Secretary of Defense or the 
Secretary of Homeland Security (for 
the Coast Guard) requests an exemp-
tion for the members of their uni-
formed services. 

(b) The head of a Federal agency or 
his/her designee(s) may exempt any 
payment, person, type or class of pay-
ments, or type or class of agency per-
sonnel if the exemption is determined 
to be necessary in the interest of the 
agency. 

[FTR Amdt. 70, 63 FR 15971, Apr. 1, 1998, as 
amended by FTR Amdt. 2007–05, 72 FR 61539, 
Oct. 31, 2007] 

§ 301–70.702 Must we notify the Admin-
istrator of General Services when 
we grant an exemption? 

Yes, you must notify the Adminis-
trator of General Services, Office of 
Government-wide Policy, 1800 F Street, 
NW, Washington, DC 20405, in writing 
within 30 days after granting the ex-

emption, stating the reasons for the ex-
emption. 

[FTR Amdt. 90, 65 FR 3056, Jan. 19, 2000, as 
amended by FTR Amdt. 2016–01, 81 FR 63138, 
Sept. 14, 2016; 85 FR 39849, July 2, 2020] 

§ 301–70.703 If we grant an exemption, 
does that prevent the employee 
from using the card on a voluntary 
basis? 

No, an exemption from use would not 
prevent the employee from using the 
Government contractor-issued travel 
charge card for official travel expenses 
on a voluntary basis in accordance 
with your policies. 

§ 301–70.704 What classes of employees 
are exempt from mandatory use of 
the Government contractor-issued 
travel charge card? 

The Administrator of General Serv-
ices exempts the following classes of 
employees from mandatory use of the 
Government contractor-issued travel 
charge card: 

(a) Any employee who has an applica-
tion pending for the Government con-
tractor-issued travel charge card; 

(b) Any employee, when issuance of 
the Government contractor-issued 
travel charge card would adversely af-
fect the mission or put the employee at 
risk; and 

(c) Any employee who is not eligible 
to receive a Government contractor- 
issued travel charge card. 

[FTR Amdt. 2016–01, 81 FR 63138, Sept. 14, 
2016] 

§ 301–70.705 What methods of payment 
for official travel expenses may we 
authorize when an exemption from 
use of the Government contractor- 
issued travel charge card is grant-
ed? 

When you grant an exemption from 
use of the Government contractor- 
issued travel charge card, you may au-
thorize one or a combination of the fol-
lowing methods of payment: 

(a) Personal funds, including cash or 
personal charge card; 

(b) Travel advances; or 
(c) Government Transportation Re-

quest (GTR). 

NOTE TO § 301–70.705: City pair contractors 
are not required to accept payment by the 
methods in paragraph (a) or (b) of this sec-
tion. 
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§ 301–70.706 For what purposes may 
an employee use the Government 
contractor-issued travel charge 
card while on official travel? 

An employee is required to use the 
Government contractor-issued travel 
charge card for expenses directly re-
lated to official travel. 

[FTR Amdt. 2010–02, 75 FR 24436, May 5, 2010] 

§ 301–70.707 May an employee use the 
Government contractor-issued trav-
el charge card for personal use 
while on official travel? 

No, an employee may not use the 
Government contractor-issued travel 
charge card for personal use while on 
official travel. 

[FTR Amdt. 2010–02, 75 FR 24436, May 5, 2010] 

§ 301–70.708 What actions may we take 
if an employee fails to activate the 
Government contractor-issued trav-
el charge card and/or misuses the 
travel charge card? 

Internal agency policies and proce-
dures should be established defining 
what are considered to be misuses of 
the Government contractor-issued 
travel charge card. Appropriate action 
may be taken pursuant to those poli-
cies if an employee fails to activate the 
Government contractor-issued travel 
charge card within 60 days of receipt or 
misuses the travel charge card. 

[FTR Amdt. 2016–01, 81 FR 63138, Sept. 14, 
2016] 

§ 301–70.709 What can we do to reduce 
travel charge card delinquencies? 

To reduce travel charge card delin-
quencies by your employees, you 
should consider implementing one or 
more of the following suggestions (this 
list is not comprehensive; you may 
adopt other appropriate procedures): 

(a) Agency travel program coordina-
tors must be trained and aware of their 
responsibilities and the delinquency 
management tools available under 
your agreement with the travel charge 
card contractor. 

(b) Ensure that managers and super-
visors are provided monthly delin-
quency and questionable charges re-
port. 

(c) Periodically, but at least once a 
year, verify that cardholders are still 
current employees. 

(d) For inactive accounts (cards not 
used within 6 months, one year, etc., 
reduce card limit to $1, increase dollar 
limit when necessary. 

(e) Work with the charge card con-
tractor to block certain high-risk cat-
egory codes (e.g., department stores, 
automobile dealerships, specialty 
stores), etc. 

(f) Review ATM cash withdrawals for 
reasonableness and association with of-
ficial travel. 

(g) Implement a salary offset pro-
gram. (See part 301–76 of this chapter). 

(h) Implement split disbursement in 
your travel vouchering system, so that 
an employee may authorize you to 
make certain payments directly to the 
charge card contractor on the employ-
ee’s behalf. 

(i) Refer potential fraud cases to your 
agency IG for investigation. 

(j) Information on travel cardholder 
training is available at https:// 
smartpay.gsa.gov/content/training. 

(k) Ensure that employees turn in 
their travel charge card when they re-
tire or leave the agency. 

[FTR Amdt. 108, 67 FR 57967, Sept. 13, 2002, as 
amended by FTR Amdt. 2007–05, 72 FR 61539, 
Oct. 31, 2007. Redesignated by FTR Amdt. 
2010–02, 75 FR 24436, May 5, 2010, as amended 
at 85 FR 39849, July 2, 2020] 

Subpart I—Policies and Proce-
dures for Agencies That Au-
thorize Travel on Government 
Aircraft 

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

§ 301–70.800 Whom may we authorize 
to travel on Government aircraft? 

You may authorize Federal travelers, 
non-Federal travelers, and any other 
passengers, as defined in part 300–3 of 
this subtitle, to travel on Government 
aircraft, subject to the rules in this 
subpart. Because the taxpayers gen-
erally should pay no more than nec-
essary for transportation of travelers, 
except for required use travel, you may 
authorize travel on Government air-
craft only when a Government aircraft 
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41 CFR Ch. 301 (7–1–23 Edition) § 301–70.801 

is the most cost-effective mode of trav-
el and the traveler is traveling for Gov-
ernmental purposes. 

§ 301–70.801 When may we authorize 
travel on Government aircraft? 

You may authorize travel on Govern-
ment aircraft only as follows: 

(a) For official travel when— 
(1) No scheduled commercial airline 

service is reasonably available to fulfill 
your agency’s travel requirement (i.e., 
able to meet the traveler’s departure 
and/or arrival requirements within a 
24–hour period, unless you demonstrate 
that extraordinary circumstances re-
quire a shorter period); or 

(2) The cost of using a Government 
aircraft is not more than the cost of 
the city-pair fare for scheduled com-
mercial airline service or the cost of 
the lowest available full coach fare if a 
city-pair fare is not available to the 
traveler. 

(b) For required-use travel, i.e., when 
the traveler is authorized to use Gov-
ernment aircraft because of bona fide 
communications needs (e.g., 24–hour se-
cure communications are required) or 
security reasons (e.g., highly unusual 
circumstances that present a clear and 
present danger to the traveler) or ex-
ceptional scheduling requirements 
(e.g., a national emergency or other 
compelling operational consider-
ations). Required-use travel may in-
clude travel for official, personal, or 
political purposes, but must be ap-
proved in accordance with §§ 301– 
10.262(a) and 301–70.803(a). 

(c) For space available travel when— 
(1) The aircraft is already scheduled 

for use for an official purpose and car-
rying an official traveler(s) on the air-
craft does not cause the need for a larg-
er aircraft or result in more than 
minor additional cost to the Govern-
ment; or 

(2) The Federal traveler or the de-
pendent of a Federal traveler is sta-
tioned by the Government in a remote 
location not accessible to commercial 
airline service; or 

(3) The traveler is authorized to trav-
el space available under 10 U.S.C. 2648 

and regulations implementing that 
statute. 

[FTR Amdt. 2004–02, 69 FR 34305, June 21, 
2004, as amended by FTR Amdt. 2010–04, 75 
FR 59095, Sept. 27, 2010] 

§ 301–70.802 Must we ensure that trav-
el on Government aircraft is the 
most cost-effective alternative? 

(a) Yes, you must ensure that travel 
on a Government aircraft is the most 
cost-effective alternative that will 
meet the travel requirement. Your des-
ignated travel approving official 
must— 

(1) Compare the cost of all travel al-
ternatives, as applicable, that is— 

(i) Travel on a scheduled commercial 
airline; 

(ii) Travel on a Federal aircraft; 
(iii) Travel on a Government aircraft 

hired as a commercial aviation service 
(CAS); and 

(iv) Travel by other available modes 
of transportation; and 

(2) Approve only the most cost-effec-
tive alternative that meets your agen-
cy’s needs. 

(3) Consider the cost of non-produc-
tive or lost work time while in travel 
status and certain other costs when 
comparing the costs of using Govern-
ment aircraft in lieu of scheduled com-
mercial airline service and other avail-
able modes of transportation. Addi-
tional information on costs included in 
the cost comparison may be found in 
the ‘‘U.S. Government Aircraft Cost 
Accounting Guide,’’ published by the 
General Services Administration, Of-
fice of Government-wide Policy. To ob-
tain a copy of the guide, please contact 
aviationpolicy@gsa.gov. 

(b) The aircraft management office in 
the agency that owns or hires the Gov-
ernment aircraft must provide your 
designated travel-approving official 
with cost estimates for a Government 
aircraft trip (i.e., a Federal aircraft 
trip cost or a CAS aircraft trip cost). 

(c) When an agency operates a Gov-
ernment aircraft to fulfill a non-travel 
related governmental function or for 
required use travel, using any space 
available for passengers on official 
travel is presumed to result in cost 
savings. 

[FTR Amdt. 2004-02, 69 FR 34305, June 21, 
2004, as amended at 85 FR 39849, July 2, 2020] 
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Temp. Duty (TDY) Travel Allowances § 301–70.803 

§ 301–70.803 How must we authorize 
travel on a Government aircraft? 

You must authorize travel on a Gov-
ernment aircraft as follows: 

(a) For required-use travel. Your agen-
cy must first establish written stand-
ards for determining the special cir-
cumstances under which it will require 
travelers to use Government aircraft. 
Then, following those standards, your 
agency’s senior legal official or his/her 
principal deputy must authorize re-
quired-use travel on a trip-by-trip basis 
in advance and in writing, unless— 

(1) The traveler is an agency head, 
and the President has determined that 
all of his or her travel, or travel in 
specified categories, requires the use of 
Government aircraft; or 

(2) Your agency head has determined 
in writing that all travel, or travel in 
specified categories, by another trav-
eler requires the use of Government 
aircraft. 

NOTE TO § 301–70.803(a): In an emergency 
situation, prior verbal approval for required- 
use travel with an after-the-fact written au-
thorization is permitted. 

(b) For travel by senior Federal offi-
cials. Your agency’s senior legal official 
or his/her principal deputy must au-
thorize all travel on Government air-
craft by senior Federal officials on a 
trip-by-trip basis, in advance and in 
writing, except for required use travel 
authorized under paragraphs (a)(1) or 
(a)(2) of this section. In an emergency 
situation, prior verbal approval with 
an after-the-fact written authorization 
by your agency’s senior legal official is 
permitted. Senior Federal officials who 
are crewmembers or qualified non- 
crewmembers on a flight in which they 
are also traveling (i.e., being trans-
ported from point-to-point) are consid-
ered travelers and must be authorized 
to travel on Government aircraft ac-
cording to this paragraph. 

(c) For travel by non-Federal travelers. 
If you are the sponsoring agency for a 
non-Federal traveler, your senior legal 
official or his/her deputy must author-
ize all travel on Government aircraft 
by that non-Federal traveler on a trip- 
by-trip basis, in advance and in writ-
ing. In an emergency situation, prior 
verbal approval with an after-the-fact 

written authorization by your agency’s 
senior legal official is permitted. 

(d) For all other travel. (1) Your agen-
cy’s designated travel approving offi-
cial (or anyone to whom he/she dele-
gates this authority and who is at least 
one organizational level above the 
traveler) must authorize, in advance 
and in writing, all other travel on Gov-
ernment aircraft (i.e., by passengers, 
crewmembers, or qualified non-crew-
members) that is not covered in para-
graphs (a), (b), and (c) of this section. 
In an emergency situation, prior verbal 
approval with an after-the-fact written 
authorization by your agency’s des-
ignated travel approving official is per-
mitted. If your agency wishes to issue 
blanket travel authorizations that au-
thorize travel on Government aircraft, 
such blanket authorizations must de-
fine the circumstances that must be 
met for using Government aircraft in 
compliance with this regulation and 
any additional agency policies. Travel 
on Government aircraft that does not 
meet the circumstances specified in 
the blanket travel authorization must 
be authorized on a trip-by-trip basis in 
accordance with this regulation and 
other applicable agency policies. 

(2) When authorizing space available 
travel (except as authorized under 10 
U.S.C. 2648 and regulations imple-
menting that statute), you must en-
sure that the aircraft management of-
fice in the agency that owns or hires 
the aircraft has certified in writing be-
fore the flight that the aircraft is 
scheduled to be used for a bona fide 
governmental function. Bona fide gov-
ernmental functions may include sup-
port for official travel. The aircraft 
management office must also certify 
that carrying a traveler(s) in space 
available does not cause the need for a 
larger aircraft or result in more than 
minor additional cost to the Govern-
ment. The aircraft management office 
must retain this certification for two 
years. In an emergency situation, prior 
verbal confirmation of this informa-
tion with an after-the-fact written cer-
tification is permitted. 

[FTR Amdt. 2004–02, 69 FR 34305, June 21, 
2004, as amended by FTR Amdt. 2010–04, 75 
FR 59095, Sept. 27, 2010] 
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41 CFR Ch. 301 (7–1–23 Edition) § 301–70.804 

§ 301–70.804 What amount must the 
Government be reimbursed for 
travel on a Government aircraft? 

(a) No reimbursement is required for 
official travel on a Government air-
craft. 

(b) For personal travel on Govern-
ment aircraft, reimbursement depends 
upon which of the following special 
cases applies: 

(1) You must require a traveler on re-
quired-use travel to reimburse the Gov-
ernment for the excess of the full coach 
fare for all flights taken on a trip over 
the full coach fare for the flights that 
he/she would have taken had he/she not 
engaged in personal activities during 
the trip; and 

(2) No reimbursement is required for 
travel authorized under 10 U.S.C. 2648 
and regulations implementing that 
statute, or when the traveler and his/ 
her dependents are stationed by the 
Government in a remote location with 
no access to regularly scheduled com-
mercial airline service. 

(c) For political travel on a Govern-
ment aircraft (i.e., for any trip or part 
of a trip during which the traveler en-
gages in political activities), you must 
require that the Government be reim-
bursed the excess of the full coach fare 
for all flights taken on the trip over 
the full coach fare for the flights that 
the traveler would have taken had he/ 
she not engaged in political activities, 
except if other law or regulation speci-
fies a different amount (see, e.g., 11 
CFR 106.3, ‘‘Allocation of Expenses be-
tween Campaign and Non-campaign Re-
lated Travel’’), in which case the 
amount reimbursed is the amount re-
quired by such law or regulation. 

[FTR Amdt. 2004–02, 69 FR 34305, June 21, 
2004, as amended by FTR Amdt. 2010–04, 75 
FR 59095, Sept. 27, 2010] 

§ 301–70.805 Must we include special 
information on a travel authoriza-
tion for a senior Federal official or 
a non-Federal traveler who travels 
on Government aircraft? 

Yes, you must include the following 
information on a travel authorization 
for a senior Federal official or a non- 
Federal traveler: 

(a) Traveler’s name with indication 
that the traveler 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 purpose 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 full coach fare if a 
city-pair fare is not available. 

§ 301–70.806 What documentation must 
we retain for travel on Government 
aircraft? 

You must retain all travel authoriza-
tions and cost-comparisons for travel 
on Government aircraft for two years. 

§ 301–70.807 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 authorizes travel 
on Government aircraft must make 
records about travelers on those air-
craft available to the public in re-
sponse 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). 

§ 301–70.808 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 
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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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41 CFR Ch. 301 (7–1–23 Edition) § 301–70.905 

§ 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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Temp. Duty (TDY) Travel Allowances § 301–70.909 

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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41 CFR Ch. 301 (7–1–23 Edition) § 301–70.910 

§ 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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