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§301-71.207

§301-71.207 What internal policies and
procedures must we establish for
travel reimbursement?

You must establish policies and pro-
cedures governing:

(a) Who are the proper officials to re-
view, approve, and certify travel
claims (including travel claims requir-
ing special authorization);

(b) How an employee should submit a
travel claim (including whether to use
a standard form or an agency form and
whether the form should be written or
electronic);

(c) When you will exempt employees
from the requirement for a receipt;

(d) Timeframes for employee to sub-
mit a claim (see §301-52.7);

(e) Timeframe for agency to pay a
claim (see §301-71.204);

(f) Process for disallowing a claim;
and

(g) Process for resolving a disallowed
claim.

§301-71.208 Within how many cal-
endar days after submission of a
proper travel claim must we notify
the employee of any errors in the
claim?

You must notify the employee as
soon as practicable after the employ-
ee’s submission of the travel claim of
any error that would prevent payment
within 30 calendar days after submis-
sion and provide the reason(s) why the
claim is not proper. However, not later
than May 1, 2002, you must achieve a
maximum time period of seven work-
ing days for notifying an employee
that the travel claim is not proper.

[FTR Amdt. 92, 66 FR 21366, Apr. 21, 2000, as
amended by FTR Case 2022-05, 89 FR 12252,
Feb. 16, 2024]

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

Yes, a late payment fee, in addition
to the amount due the employee, must
be paid for any proper travel claim not
reimbursed within 30 calendar days of
submission to the approving official.

[FTR Amdt. 92, 656 FR 3057, Jan. 19, 2000]

41 CFR Ch. 301 (7-1-24 Edition)

§301-71.210 How do we calculate late
payment fees?

Late payment fees are calculated ei-
ther by:

(a) Using the prevailing Prompt Pay-
ment Act Interest Rate beginning on
the 31st day after submission of a prop-
er travel claim and ending on the date
on which payment is made; or

(b) A flat fee, of not less than the
prompt payment amount, based on an
agencywide average of travel claim
payments; and

(c) In addition to the fee required by
paragraphs (a) and (b) of this section,
you must also pay an amount equiva-
lent to any late payment charge that
the card contractor would have been
able to charge had the employee not
paid the bill. Payment of this addi-
tional fee will be based upon the effec-
tive date that a late payment charge
would be allowed under the agreement
between the employee and the card
contractor.

[FTR Amdt. 92, 65 FR 21366, Apr. 21, 2000]

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

Yes, a late payment fee will only be
paid when the computed late payment
fee is $1.00 or greater.

[FTR Amdt. 90, 656 FR 3058, Jan. 19, 2000]

§301-71.212 Should we report late pay-
ment fees as wages on a Form W-2?

No, the Internal Revenue Service
(IRS) has determined that the late pay-
ment fee is in the nature of interest
(compensation for the use of money).

[FTR Amdt. 90, 656 FR 3058, Jan. 19, 2000]

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

Yes, you must report this late pay-
ment fee as additional wages on Form
W-2.

[FTR Amdt. 90, 656 FR 3058, Jan. 19, 2000]
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