SUBCHAPTER D—AGENCY RESPONSIBILITIES

PART 301-70—INTERNAL POLICY
AND PROCEDURE REQUIREMENTS

Subpart A—General Policies and
Procedures
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thorization and payment of travel ex-
penses?
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thorization and payment of transpor-
tation expenses?
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travel of an employee with a disability or
special need?
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liiness or Injury
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cedures should we establish relating to
emergency travel?

301-70.501 Does per diem continue when an
employee interrupts a travel assignment
because of an incapacitating illness or
injury?

301-70.502 Are there any limitations to the
payment of these expenses?

301-70.503 What additional emergency ex-
penses should we allow?

301-70.504 When the employee is able to
travel, should we continue the use of the
existing travel authorization?
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bursed if the employee travels to an al-
ternate location for medical treatment?
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cedures must we establish related to
threatened law enforcement/investiga-
tive employees?

301-70.601 What factors should we consider
in determining whether to authorize pay-
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investigative employees?



Temporary Duty (TDY) Travel Allowances

301-70.602 How often must we reevaluate the
payment of transportation and subsist-
ence expenses to a threatened law en-
forcement/investigative employee?

Subpart H—Policies and Procedures Relat-
ing to Mandatory Use of the Govern-
ment Contractor-Issued Travel Charge
Card for Official Travel

301-70.700 Must our employees use a Govern-
ment contractor-issued travel charge
card for official travel expenses?

301-70.701 Who has the authority to grant
exemptions to mandatory use of Govern-
ment contractor-issued travel charge
card for official travel?

301-70.702 Must we notify the Administrator
of General Services when we grant an ex-
emption?

301-70.703 If we grant an exemption, does
that prevent the employee from using
the card on a voluntary basis?

301-70.704 What expenses and/or classes of
employees are exempt from the manda-
tory use of the Government contractor-
issued travel charge card?

301-70.705 What methods of payment for of-
ficial travel expenses may we authorize
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ernment contractor-issued travel charge
card is granted?

301-70.706 May an employee use the Govern-
ment contractor-issued travel charge
card for purposes other than those asso-
ciated with official travel?

301-70.707 What are the consequences of
using the Government contractor-issued
travel charge card for non-official travel
purposes?

301-70.708 What can we do to reduce travel
charge card delinquencies?

Subpart |—Policies and Procedures for
Agencies That Authorize Travel on
Government Aircraft

301-70.800 Whom may we authorize to travel
on Government aircraft?

301-70.801 When may we authorize travel on
Government aircraft?

301-70.802 Must we ensure that travel on
Government aircraft is the most cost-ef-
fective alternative?

301-70.803 How must we authorize travel on
a Government aircraft?

301-70.804 What amount must the Govern-
ment be reimbursed for travel on a Gov-
ernment aircraft?

301-70.805 Must we include special informa-
tion on a travel authorization for a sen-
ior Federal official or a non-Federal
traveler who travels on Government air-
craft?

301-70.806 What documentation must we re-
tain for travel on Government aircraft?
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301-70.807 Must we make information avail-
able to the public about travel by senior
Federal officials and non-Federal trav-
elers on Government aircraft?

301-70.808 Do the rules in this part apply to
travel on Government aircraft by the
President and Vice President or by indi-
viduals traveling in support of the Presi-
dent and Vice President?

Subpart J—Policies and Procedures for
Agencies That Own or Hire Govern-
ment Aircraft for Travel

301-70.900 May we use our Government air-
craft to carry passengers?

301-70.901 Who may approve use of our Gov-
ernment aircraft to carry passengers?
301-70.902 Do we have any special respon-
sibilities related to space available trav-

el on our Government aircraft?

301-70.903 What are our responsibilities for
ensuring that Government aircraft are
the most cost-effective alternative for
travel?

301-70.904 Must travelers whom we carry on
Government aircraft be authorized to
travel?

301-70.905 What documentation must we re-
tain for travel on our Government air-
craft?

301-70.906 Must we report use of our Govern-
ment aircraft to carry senior Federal of-
ficials and non-Federal travelers?

301-70.907 What information must we report
on the use of Government aircraft to
carry senior Federal officials and non-
Federal travelers and when must it be re-
ported?

301-70.908 Must we make information avail-
able to the public about travel by senior
Federal officials and non-Federal trav-
elers on Government aircraft?

301-70.909 What disclosure information must
we give to anyone who flies on our Gov-
ernment aircraft?

301-70.910 Do the rules in this part apply to
travel on Government aircraft by the
President and Vice President or by indi-
viduals traveling in support of the Presi-
dent and Vice President?

AUTHORITY: 5 U.S.C. 5707; 40 U.S.C. 121(c);
Sec 2, Pub. L. 105-264, 112 Stat. 2350 (5 U.S.C.
5701 note.)

EFFECTIVE DATE NOTE: By FTR Amdt. 2004-
02, 69 FR 34305, June 21, 2004, the authority
citation for part 301-70 was revised, effective
Sept. 20, 2004. For the convenience of the
user, the revised text is set forth as follows:

AUTHORITY: 5 U.S.C. 5707; 40 U.S.C. 121(c);
Sec 2, Pub. L. 105-264, 112 Stat. 2350 (5 U.S.C.
5701 note), Office of Management and Budget
Circular No. A-126, “Improving the Manage-
ment and Use of Government Aircraft.” Re-
vised May 22, 1992



§301-70.1

SOURCE: FTR Amdt. 70, 63 FR 15971, Apr. 1,
1998, unless otherwise noted.

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;

(¢) 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. 2003-07, 68 FR 71030, Dec. 22, 2003]

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,
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total distance of travel, number of
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.

§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 premium class service
under §301-10.123, §301-10.124, §301-
10.162 and §301-10.183 of this chapter;

(2) Use of a special-reduced fare or re-
duced group or charter fare;

(3) Use of an extra-fare train service
under §301-10.164;

(4) Use of ship service;

(5) Use of a foreign ship;

(6) Use of a foreign air carrier;

(c) When you will:

(1) Require the use of a Government
vehicle;

(2) Allow the use of a Government ve-
hicle; and

(3) Prohibit the use of a Government
vehicle;

(d) When you will consider use of a
POV advantageous to the Government,
such as travel to/from common carrier



