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41 CFR Ch. 301 (7–1–24 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 the traveler is either a senior 
Federal official or a non-Federal trav-
eler, 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; 
FTR Case 2022–05, 89 FR 12252, Feb. 16, 2024] 

§ 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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