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§ 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 
Government 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). 

[FTR Amdt. 70, 63 FR 15976, Apr. 1, 1998; 63 
FR 35538, June 30, 1998, as amended by FTR 
Amdt. 2007–05, 72 FR 61540, Oct. 31, 2007] 

§ 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). 

[FTR Amdt. 70, 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 identi-
fying 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 Standard Form 
1170 (SF 1170) ‘‘Redemption of Unused 
Ticket’’ to the airline and or travel 
agency that issued the ticket, main-
tain a suspense file to monitor the air-
line/travel agency refund, and record 
and deposit the airline/travel agency 
refund upon receipt. See 41 CFR 102– 
118.145 and the U.S. Government Pas-
senger Transportation Handbook 
(https://www.gsa.gov/transaudits) for 
policies and procedures regarding the 
use of 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 indi-
cating 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 air-
line/travel agency refund application 
or receipt from the traveler, and main-
tain a suspense file to monitor the air-
line/travel agency refund. For addi-
tional guidance see 41 CFR 102–118.145 
and the U.S. Government Passenger 
Transportation Handbook (https:// 
www.gsa.gov/transaudits). 

[FTR Amdt. 70, 63 FR 15976, Apr. 1, 1998, as 
amended by FTR Amdt. 108, 67 FR 57967, 
Sept. 13, 2002; 85 FR 39849, July 2, 2020] 

PART 301–73—TRAVEL PROGRAMS 

Subpart A—General Rules 

Sec. 
301–73.1 What does the Federal travel man-

agement program include? 
301–73.2 What are our responsibilities as 

participants in the Federal travel man-
agement program? 
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Subpart B—eTravel Service and Travel 
Management Service 

301–73.100 Must we require employees to use 
the E-Gov Travel Service? 

301–73.101 How must we prepare to imple-
ment ETS? 

301–73.102 May we grant a traveler an excep-
tion from required use of TMS or ETS 
once we have fully deployed ETS within 
the agency? 

301–73.103 What must we do when we ap-
prove an exception to the use of the E- 
Gov Travel Service? 

301–73.104 May further exceptions to the re-
quired use of the E-Gov Travel Service be 
approved? 

301–73.105 What are the consequences of an 
employee not using the E-Gov Travel 
Service or the TMS? 

301–73.106 What are the basic services that 
should be covered by a TMS? 

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. 121(c). 

SOURCE: FTR Amdt. 70, 63 FR 15978, Apr. 1, 
1998, unless otherwise noted. 

Subpart A—General Rules 

SOURCE: FTR Amdt. 2003–07, 68 FR 71030, 
Dec. 22, 2003, unless otherwise noted. 

§ 301–73.1 What does the Federal trav-
el management program include? 

The Federal travel management pro-
gram includes— 

(a) A travel authorization and claim 
system that implements the related re-
quirements of the Federal Travel Regu-
lation. (See §§ 301–2.1 and 301–52.3 and 
part 301–71 of this chapter for those re-
quirements); 

(b) A TMS that provides reservation 
and ticketing support and management 
reports on reservation and ticketing 
activities. (See § 301–73.106 for specific 

services that should be provided by a 
TMS); 

(c) A Travel payment system for pay-
ing travel service providers in accord-
ance to §§ 301–73.300 and 301–73.301 of 
this chapter; 

(d) Contracts and similar arrange-
ments, with transportation and lodging 
providers (e.g., Government-contract 
air carriers, rental car companies, 
trains, hotels (e.g., FedRooms® prop-
erties), etc.) that give preferential 
rates and other benefits to Federal 
travelers on official business; and 

(e) A Travel Management Reporting 
System that covers financial and other 
travel characteristics required by the 
biennial Travel Survey (see §§ 300–70.1 
through 300–70.4 of this title). 

NOTE TO § 301–73.1: The E-Gov Travel Serv-
ice (ETS) fulfills the requirements of para-
graphs (a), (b), and (e) of this section. 

[FTR Amdt. 2003–07, 68 FR 71030, Dec. 22, 2003, 
as amended by FTR Amdt. 2007–05, 72 FR 
61540, Oct. 31, 2007; 85 FR 39849, July 2, 2020] 

§ 301–73.2 What are our responsibil-
ities as participants in the Federal 
travel management program? 

As a participant in the Federal travel 
management program, you must— 

(a) Designate an authorized rep-
resentative to administer the program 
including leading your agency’s migra-
tion of ETS; 

(b) Ensure that you have internal 
policies and procedures in place to gov-
ern use of the program including a plan 
and timeline to implement ETS no 
later than December 31, 2004, with 
agency-wide migration to ETS com-
pleted no later than September 30, 2006; 

(c) Establish a plan that will measure 
direct and indirect cost savings and 
management efficiencies through the 
use of ETS once deployed. This plan 
must include your migration plan and 
schedule which must be submitted by 
March 31, 2004 to the E-Gov Travel Pro-
gram Management Office (PMO) (see 
§ 301–73.101); 

(d) Require employees to use ETS in 
lieu of your TMS as soon as it becomes 
available in your agency (unless an ex-
ception has been granted in accordance 
with § 301–73.102 or § 301–73.104), but no 
later than September 30, 2006; and 

(e) Ensure that any agency-con-
tracted travel agency services (TMS) 
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complement and support ETS in an ef-
ficient and cost effective manner. 

[FTR Amdt. 2003–07, 68 FR 71030, Dec. 22, 2003, 
as amended by FTR Amdt. 2007–05, 72 FR 
61540, Oct. 31, 2007] 

Subpart B—eTravel Service and 
Travel Management Service 

SOURCE: FTR Amdt. 2003–07, 68 FR 71030, 
Dec. 22, 2003, unless otherwise noted. 

§ 301–73.100 Must we require employ-
ees to use the E-Gov Travel Serv-
ice? 

Yes, unless you have an exception to 
the use of the ETS (see §§ 301–73.102 and 
301–73.104), you must have fully de-
ployed the ETS across your agency and 
require employees to use the ETS for 
all temporary duty travel no later than 
September 30, 2006. Agencies must sub-
mit their ETS migration plans and 
schedules by March 31, 2004 to the 
eTravel PMO, (see § 301–73.101). You 
must implement the ETS no later than 
December 31, 2004, and require employ-
ees to use the ETS as soon as it be-
comes available in your agency. The 
Department of Defense and the Govern-
ment of the District of Columbia are 
not subject to this requirement. 

NOTES TO § 301–73.100: (1) You have the op-
tion to use the contracted travel agent serv-
ice(s) of your choice (through the ETS or 
other contract vehicles). You have the re-
sponsibility for ensuring agency-contracted 
travel agent services complement and sup-
port the ETS in an efficient and cost effec-
tive manner. 

(2) Award of a task order to a vendor on 
the ETS Master Contract constitutes ETS 
implementation. Agency-wide use of the ETS 
for all travel management processes and 
travel claim submission constitutes com-
plete migration. 

[FTR Amdt. 2003–07, 68 FR 71030, Dec. 22, 2003, 
as amended by FTR Amdt. 2007–05, 72 FR 
61540, Oct. 31, 2007] 

§ 301–73.101 How must we prepare to 
implement ETS? 

You must prepare to implement ETS 
as expeditiously as possible by— 

(a) Developing a migration plan and 
schedule to deploy ETS across your 
agency as early as possible with full de-
ployment required no later than Sep-
tember 30, 2006; 

(b) Requiring employees to use your 
ETS unless you approve an exception 
under § 301–50.6, § 301–73.102 or § 301– 
73.104; 

(c) Establishing goals, plans and pro-
cedures to maximize agency-wide trav-
eler use of your online self-service 
booking tool once you have fully de-
ployed ETS within your agency. These 
goals, plans, and procedures should be 
available for submission to the ETS 
PMO upon its request. 

NOTE 1 TO § 301–73.101: Your agency should 
work with the Office of Management and 
Budget (OMB) to allocate budget and per-
sonnel resources to support ETS migration 
and data exchange. Your agency is respon-
sible for providing the funds required to es-
tablish interfaces between the ETS standard 
data output and applicable business systems 
(e.g., financial, human resources, etc.). 

NOTE 2 TO § 301–73.101: Best practices show 
that organizations are able to realize signifi-
cant benefits once they achieve a 70 percent 
or greater self-booking rate. 

[FTR Amdt. 2006–04, 71 FR 49375, Aug. 23, 
2006] 

§ 301–73.102 May we grant a traveler 
an exception from required use of 
TMS or ETS once we have fully de-
ployed ETS within the agency? 

(a) Yes, your agency head or his/her 
designee may grant an individual case 
by case exception to required use of 
your agency’s current TMS or to re-
quired use of ETS once it is fully de-
ployed within the agency, but only 
when travel meets one of the following 
conditions: 

(1) Such use would result in an unrea-
sonable burden on mission accomplish-
ment (e.g., emergency travel is in-
volved and TMS/ETS is not accessible; 
the traveler is performing invitational 
travel; or the traveler has special needs 
or requires disability accommodations 
in accordance with part 301–13 of this 
chapter). 

(2) Such use would compromise a na-
tional security interest. 

(3) Such use might endanger the trav-
eler’s life (e.g., the individual is trav-
eling under the Federal witness protec-
tion program, or is a threatened law 
enforcement/investigative officer trav-
eling under part 301–31 of this chapter). 

(b) Any exception granted must be 
consistent with any contractual terms 
applicable to your current TMS or 
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ETS, once it is fully deployed, and 
must not cause a breach of contract 
terms. 

[FTR Amdt. 2006–04, 71 FR 49376, Aug. 23, 
2006] 

§ 301–73.103 What must we do when we 
approve an exception to the use of 
the E-Gov Travel Service? 

The head of your agency or his/her 
designee must approve an exception to 
the use of the ETS under § 301–73.102 in 
writing or through electronic means. 

[FTR Amdt. 2003–07, 68 FR 71030, Dec. 22, 2003, 
as amended by FTR Amdt. 2007–05, 72 FR 
61540, Oct. 31, 2007] 

§ 301–73.104 May further exceptions to 
the required use of the E-Gov Trav-
el Service be approved? 

(a) The Administrator of General 
Services or his/her designee may grant 
an agency-wide exception (or exempt a 
component thereof) from the required 
use of ETS when requested by the head 
of a Department (cabinet-level agency) 
or head of an Independent agency 
when— 

(1) The agency has presented a busi-
ness case analysis to the General Serv-
ices Administration that proves that it 
has an alternative TMS to the ETS 
that is in the best interest of the Gov-
ernment and the taxpayer (i.e., the 
agency has evaluated the economic and 
service values offered by the ETS con-
tractor(s) compared to those offered by 
the agency’s current Travel Manage-
ment Service (TMS) and has deter-
mined that the agency’s current TMS 
is a better value); 

(2) The agency has security, secrecy, 
or protection of information issues 
that cannot be mitigated through secu-
rity provided by the ETS contractors; 

(3) The agency lacks the technology 
necessary to access ETS; or 

(4) The agency has critical and 
unique technology or business require-
ments that cannot be accommodated 
by the ETS contractors at all or at an 
acceptable and reasonable price (e.g., 
majority of travel is group-travel). 

(b) As a condition of receiving an ex-
ception, the agency must agree to con-
duct annual business case reviews of its 
TMS and must provide to the eTravel 
PMO data elements required by the 

eTravel PMO in a format prescribed by 
the eTravel PMO. 

(c) Requests for exceptions should be 
sent to the Administrator, General 
Services Administration, 1800 F Street, 
NW., Washington, DC 20405 with full 
justification and/or analysis addressing 
paragraphs (a)(1), (a)(2), (a)(3), or (a)(4) 
of this section. 

[FTR Amdt. 2003–07, 68 FR 71030, Dec. 22, 2003, 
as amended by FTR Amdt. 2007–05, 72 FR 
61540, Oct. 31, 2007] 

§ 301–73.105 What are the con-
sequences of an employee not using 
the E-Gov Travel Service or the 
TMS? 

If an employee does not use the ETS 
(when available) or your agency’s des-
ignated TMS, he/she is responsible for 
any additional costs (see § 301–50.5 of 
this chapter) resulting from the failure 
to use the ETS or your TMS. In addi-
tion, you may take appropriate dis-
ciplinary actions. 

[FTR Amdt. 2003–07, 68 FR 71030, Dec. 22, 2003, 
as amended by FTR Amdt. 2007–05, 72 FR 
61540, Oct. 31, 2007] 

§ 301–73.106 What are the basic serv-
ices that should be covered by a 
TMS? 

The TMS must, at a minimum— 
(a) Include a Travel Management 

Center (TMC), commercial ticket office 
(CTO), an in-house system, an elec-
tronically available system, or other 
method(s) of arranging travel, which 
has the ability to provide the following 
as appropriate to the agency’s travel 
needs: 

(1) Booking and fulfillment of com-
mon carrier arrangements (e.g., flight 
confirmation and seat assignment, 
compliance with the Fly America Act, 
Governmentwide travel policies, con-
tract city-pair fares, electronic 
ticketing, ticket delivery, etc.). 

(2) Lodging information (e.g., room 
availability, reservations and con-
firmation, compliance with Hotel/ 
Motel Fire Safety Act, availability of 
FedRooms® properties, per diem rate 
availability, etc.). 

(3) Car rental and rail information 
(e.g., availability of Defense Travel 
Management Office (DTMO) Govern-
ment agreement rates where applica-
ble, confirmation of reservations, etc.). 
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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) Extent to which reservations are 
in compliance with policy and reasons 
for exceptions; 

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

(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; and 

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

NOTE TO § 301–73.106: The ETS fulfills the 
basic services of a TMS. You have the option 
to use the contracted travel agent service(s) 
of your choice through ETS or other con-
tract vehicles. You have the responsibility to 
ensure that agency-contracted-for travel 
agent services complement and support the 
ETS in an efficient and cost effective man-
ner. (See § 301–73.2). 

[FTR Amdt. 2003–07, 68 FR 71030, Dec. 22, 2003, 
as amended by FTR Amdt. 2007–05, 72 FR 
61540, Oct. 31, 2007; FTR Amdt. 2010–05, 75 FR 
63104, Oct. 14, 2010; 85 FR 39849, July 2, 2020] 

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 con-
tractor-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). 

[FTR Amdt. 70, 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. 

[FTR Amdt. 70, 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 
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 

Subpart A—Agency Responsibilities 

Sec. 
301–74.1 What policies must we follow in 

planning a conference? 
301–74.2 What costs should be considered 

when planning a conference? 
301–74.3 What must we do to determine 

which conference expenditures result in 
the greatest advantage to the Govern-
ment? 

301–74.4 What should cost comparisons in-
clude? 

301–74.5 How should we select a location and 
a facility? 

301–74.6 What can we do if we cannot find an 
appropriate conference facility at the 
chosen locality per diem rate? 

301–74.7 May we provide light refreshments 
at an official conference? 
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