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§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. 200307, 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
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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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