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Subpart A—Requirement to Report
Agency Payments for Em-
ployee Travel and Relocation

§300-70.1 What are the requirements
for reporting payments for em-
ployee travel and relocation?

Agencies (as defined in §301-1.1) that
spent more than $5 million on travel
and transportation payments, includ-
ing relocation, during the fiscal year
immediately preceding the survey year
must report this information. Every
two years GSA will distribute the Fed-
eral Agencies Travel Survey which is
assigned Interagency Control No. 0362-
GSA-AN. Copies of the survey may be
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obtained from the Director, Travel and
Transportation Management Policy Di-
vision (MTT), Office of Government-
wide Policy, General Services Adminis-
tration, Washington, DC 20405.

§300-70.2 What information must we
report?

For the fiscal year reporting period
you must report the following informa-
tion:

(a) Estimated total agency payments
for travel and transportation of people;

(b) Average costs and duration of
trips;

(c) Amount of official travel by pur-
pose(s);

(d) Estimated total agency payments
for employee relocation; and

(e) Any other specific information
GSA may require for the reporting pe-
riod.

§300-70.3 How long will we have to re-
spond to the travel survey?

The survey will specify the due date.
The head of your agency must appoint
a designee at the headquarters level re-
sponsible for ensuring that the survey
is completed and returned to GSA by
the due date. Upon receiving a survey,
you must submit the designee’s name,
address, and telephone number to the
Director, Travel and Transportation
Management Policy Division (MTT),
Office of Governmentwide Policy, Gen-
eral Services Administration, Wash-
ington, DC 20405.

§300-70.4 How do we respond to the
travel survey if we have major sub-
organizations?

If you have major suborganizations,
you must submit responses as follows:

(a) A separate response from each
suborganization which spent more than
$5 million for travel and relocation
during the fiscal year immediately pre-
ceding the survey year;

(b) A consolidated response covering
all your suborganizations which did
not spend more than $5 million for
travel and relocation during the fiscal
year immediately preceding the survey
year; and



