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SUBCHAPTER A—INTRODUCTION

PART 300–1—THE FEDERAL TRAVEL
REGULATION (FTR)

Sec.
300–1.1 What is the FTR?
300–1.2 What is the purpose of the FTR?

AUTHORITY: 5 U.S.C. 5707; 5 U.S.C. 5738; 5
U.S.C. 5741–5742; 20 U.S.C. 905(a); 31 U.S.C.
1353; 40 U.S.C. 486(c); 49 U.S.C. 40118; E.O.
11609, 3 CFR, 1971–1975 Comp., p. 586.

SOURCE: 63 FR 15951, Apr. 1, 1998, unless
otherwise noted.

§ 300–1.1 What is the FTR?
The FTR is the regulation contained

in 41 Code of Federal Regulations
(CFR), Chapters 300 through 304, which
implements statutory requirements
and Executive branch policies for trav-
el by Federal civilian employees and
others authorized to travel at Govern-
ment expense.

§ 300–1.2 What is the purpose of the
FTR?

There are two principal purposes:
(a) To interpret statutory and other

policy requirements in a manner that
balances the need to assure that offi-
cial travel is conducted in a respon-
sible manner with the need to mini-
mize administrative costs;

(b) To communicate the resulting
policies in a clear manner to Federal
agencies and employees.

PART 300–2—HOW TO USE THE FTR

Subpart A—General

Sec.
300–2.1 What formats exist in the FTR?

Subpart B—Question and Answer Format

300–2.20 What is the purpose of the question
& answer format?

300–2.21 How is the rule expressed in the
question & answer format?

300–2.22 Who is subject to the FTR?
300–2.23 How is the user addressed in the

FTR?

Subpart C—Title and Narrative Format

300–2.70 How is the rule expressed in the
title and narrative format?

AUTHORITY: 5 U.S.C. 5707; 5 U.S.C. 5738; 5
U.S.C. 5741–5742; 20 U.S.C. 905(a); 31 U.S.C.
1353; 40 U.S.C. 486(c); 49 U.S.C. 40118; E.O.
11609, 3 CFR 1971–1975 Comp., p. 586.

SOURCE: 63 FR 15951, Apr. 1, 1998, unless
otherwise noted.

Subpart A—General

§ 300–2.1 What formats exist in the
FTR?

The FTR is written in two formats—
the question & answer format and the
title and narrative format.

Subpart B—Question & Answer
Format

§ 300–2.20 What is the purpose of the
question & answer format?

The Q&A format is an effective way
to engage the reader and to break the
information into manageable pieces.

§ 300–2.21 How is the rule expressed in
the question and answer format?

The rule is expressed in both the
question and answer.

§ 300–2.22 Who is subject to the FTR?
Employees and agencies. Since the

user may be an employee or an agency,
portions of the FTR have been sepa-
rated into employee and agency sec-
tions. However, while the employee
provisions are addressed to the em-
ployee, the rules expressed in those
provisions apply to the agency as well.
The following lists the relevant em-
ployee and agency sections of the FTR:

For The employee provi-
sions are contained in

And the agency provi-
sions are contained in

Chapter
301,.

Subchapters A, B, and
C,.

Subchapter D.

Chapter
303,.

N/A .............................. Subparts A, B, C, D,
E and F.

[63 FR 15951, Apr. 1, 1998, as amended by FTR
Amdt. 76, 64 FR 2433, Jan. 14, 1999]

§ 300–2.23 How is the user addressed
in the FTR?

The FTR asks questions in the first
person, as the user would. It then an-
swers the questions in the second and
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third person. In the employee sections,
the employee is addressed in the sin-
gular, and in the agency sections, the

agency is addressed in the plural. The
following describes how employee and
agency are addressed in both sections:

When you are in the And you are looking at a The employee is referred to
using

And the agency is re-
ferred to using

Employee section .............................. Question ..........................
Answer .............................

I, me, or my ...............................
You or your ...............................

Agency.
Agency.

Agency section .................................. Question ..........................
Answer .............................

Employee ..................................
Employee ..................................

We, us, or our.
You or your.

Subpart C—Title and Narrative
Format

§ 300–2.70 How is the rule expressed in
the title and narrative format?

The rule is in the narrative. The title
serves only as a tool to determine the
subject of the rule.

PART 300–3—GLOSSARY OF TERMS

AUTHORITY: 5 U.S.C. 5707; 5 U.S.C. 5738; 5
U.S.C. 5741–5742; 20 U.S.C. 905(a); 31 U.S.C.
1353; 40 U.S.C. 486(c); 49 U.S.C. 40118; E.O.
11609, 3 CFR, 1971–1975 Comp., p. 586.

§ 300–3.1 What do the following terms
mean?

Actual expense—Payment of author-
ized actual expenses incurred, up to the
limit prescribed by the Administrator
of GSA or agency, as appropriate. Enti-
tlement to reimbursement is contin-
gent upon entitlement to per diem, and
is subject to the same definitions and
rules governing per diem.

Approved accommodation—Any place
of public lodging that is listed on the
national master list of approved ac-
commodations. The national master
list of all approved accommodations is
compiled, periodically updated, and
published in the FEDERAL REGISTER by
FEMA. Additionally, the approved ac-
commodation list is available on the
U.S. Fire Administration’s Internet
site at http://www.usfa.fema.gov/hotel/
index.htm.

Automated-Teller-Machine (ATM) serv-
ices—Government contractor-provided
ATM services that allow cash with-
drawals from participating ATMs to be
charged to a Government contractor-
issued charge card.

Common carrier—Private-sector sup-
plier of air, rail or bus transportation.

Conference—A meeting, retreat, sem-
inar, symposium or event that involves
attendee travel. The term ‘‘conference’’
also applies to training activities that
are considered to be conferences under
5 CFR 410.404.

Continental United States (CONUS)—
The 48 contiguous States and the Dis-
trict of Columbia.

Contract carriers—U.S. certificated air
carriers which are under contract with
the government to furnish Federal em-
ployees and other persons authorized
to travel at Government expense with
passenger transportation service. This
also includes GSA’s scheduled airline
passenger service between selected U.S.
cities/airports and between selected
U.S. and international cities/airports
at reduced fares.

Employee with a disability (also see
Special Needs)—

(a) An employee who has a disability
as defined in paragraph (b) of this defi-
nition and is otherwise generally cov-
ered under the Rehabilitation Act of
1973, as amended (29 U.S.C. 701–797b).

(b) ‘‘Disability,’’ with respect to an
employee, means:

(1) Having a physical or mental im-
pairment that substantially limits one
or more major life activities;

(2) Having a record of such an impair-
ment;

(3) Being regarded as having such an
impairment; but

(4) Does not include an individual
who is currently engaging in the illegal
use of drugs, when the covered entity
acts on the basis of such use.

(c) ‘‘Physical or mental impairment’’
means:

(1) Any physiological disorder or con-
dition, cosmetic disfigurement, or ana-
tomical loss affecting one or more of
the following body systems: neuro-
logical, musculoskeletal, special sense
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