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terminals, or transportation to a TDY 
location; 

(e) Procedures for claiming POV re-
imbursement; 

(f) When you will allow use of a spe-
cial conveyance (e.g. commercially 
rented vehicles); 

(g) What procedures an employee 
must follow when he/she travels by an 
indirect route or interrupts travel by a 
direct route; and 

(h) For local transportation whether 
to reimburse the full amount of trans-
portation costs or only the amount by 
which transportation costs exceed the 
employee’s normal costs for transpor-
tation between: 

(1) Office or duty point and another 
place of business; 

(2) Places of business; or 
(3) Residence and place of business 

other than office or duty point. 

§ 301–70.103 In what circumstance may 
we authorize use of ship service? 

Travel by ship is not generally re-
garded as advantageous. You must de-
termine that the advantages accruing 
from the use of ocean transportation 
offset the higher costs associated with 
ship travel, i.e., per diem, transpor-
tation, and lost worktime. 

§ 301–70.104 What factors should we 
consider in determining whether to 
require an employee to commit to 
the use of a Government auto-
mobile? 

You should consider: 
(a) The advantages of using a Govern-

ment automobile. Such advantages 
may include, but are not limited to: 

(1) Full utilization or availability of 
fleet vehicles; 

(2) Lower cost; 
(3) Official presence. 
(b) The type of travel the employee 

performs. You should require such a 
commitment when an employee or 
group of employees requires the use of 
an automobile for official travel on a 
frequent or repetitive basis. 

§ 301–70.105 May we prohibit an em-
ployee from using a POV on official 
travel? 

No, but if the employee elects to use 
a POV instead of an alternative form of 
transportation you authorize, you 
must: 

(a) Limit reimbursement to the con-
structive cost of the authorized method 
of transportation, which is the sum of 
per diem and transportation expenses 
the employee would reasonably have 
incurred when traveling by the author-
ized method of transportation; and 

(b) Charge leave for any duty hours 
that are missed as a result of travel by 
POV. 

Subpart C—Policies and Proce-
dures Relating to Per Diem Ex-
penses 

§ 301–70.200 What governing policies 
must we establish for authorization 
and payment of per diem expenses? 

You must establish policies and pro-
cedures governing: 

(a) Who will authorize a rest period; 
(b) Circumstances allowing a rest pe-

riod during prolonged travel (see § 301– 
11.20 for minimum standards); 

(c) If, and in what instances, you will 
allow an employee to return to his/her 
official station on non-workdays; 

(d) Who will determine if an em-
ployee will be allowed to return to his/ 
her official station on a case by case 
basis. 

(e) Who will determine in what in-
stances you will pay a reduced per 
diem rate; 

(f) Who will determine, and in what 
instances, actual expenses are appro-
priate in each individual case; and 

(g) If you will define a radius broader 
than the official station in which per 
diem or actual expense will not be au-
thorized. 

Subpart D—Policies and Proce-
dures Relating to Miscella-
neous Expenses 

§ 301–70.300 How should we admin-
ister the authorization and pay-
ment of miscellaneous expenses? 

You should limit payment of mis-
cellaneous expenses to only those ex-
penses that are necessary and in the in-
terest of the Government. 

§ 301–70.301 What governing policies 
must we establish for payment of 
miscellaneous expenses? 

You must establish policies and pro-
cedures governing: 
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