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(from one location to another) of prod-
ucts, people, household goods, and any 
other objects by a TSP for an agency 
as well as activities directly relating 
to or supporting that movement. Ex-
amples of this are storage, crating, or 
connecting appliances. 

Transportation service provider (TSP) 
means any party, person, agent, or car-
rier that provides freight or passenger 
transportation and related services to 
an agency. For a freight shipment this 
would include packers, truckers, and 
storers. For passenger transportation 
this would include airlines, travel 
agents and travel management centers. 

Transportation service provider claim 
means any demand by the TSP for 
amounts not included in the original 
bill that the TSP believes an agency 
owes them. This includes amounts de-
ducted or offset by an agency; amounts 
previously refunded by the TSP, which 
they now believe they are owed; and 
any subsequent bills from the TSP re-
sulting from a transaction that was 
pre- or postpayment audited by the 
GSA Audit Division. 

Virtual GBL (VGBL) means the use of 
a unique GBL number on a commercial 
document, which binds the TSP to the 
terms and conditions of a GBL. 

NOTE TO § 102–118.35: 49 U.S.C. 13102, et seq., 
defines additional transportation terms not 
listed in this section. 

[65 FR 24569, Apr. 26, 2000, as amended at 69 
FR 57618, Sept. 24, 2004] 

Subpart B—Ordering and Paying 
for Transportation and Trans-
portation Services 

§ 102–118.40 How does my agency 
order transportation and transpor-
tation services? 

Your agency orders: 
(a) Transportation of freight and 

household goods and related transpor-
tation services (e.g., packaging, stor-
age) with a Government contractor– 
issued charge card, purchase order (or 
electronic equivalent), or a Govern-
ment bill of lading for international 
shipments (including domestic over-
seas shipments). In extremely limited 
cases, cash can be used where govern-
ment payment mechanisms are not 
available or acceptable. 

(b) Transportation of people through 
the purchase of transportation tickets 
with a Government issued charge card 
(or centrally billed travel account cita-
tion), Government issued individual 
travel charge card, personal charge 
card, cash (in accordance with Depart-
ment of the Treasury regulations), or 
in limited prescribed situations, a Gov-
ernment Transportation Request 
(GTR). See the ‘‘U.S. Government Pas-
senger Transportation—Handbook,’’ 
obtainable from: 

General Services Administration 
Federal Supply Service 
Audit Division (FBA) 
1800 F Street, NW. 
Washington, DC 20405 
www.gsa.gov/transaudits 

[65 FR 24569, Apr. 26, 2000, as amended at 66 
FR 48812, Sept. 24, 2001; 69 FR 57618, Sept. 24, 
2004] 

§ 102–118.45 How does a transportation service provider (TSP) bill my agency for 
transportation and transportation services? 

The manner in which your agency orders transportation and transportation 
services determines the manner in which a TSP bills for service. This is shown 
in the following table: 

TRANSPORTATION SERVICE PROVIDER BILLING 

(a) Ordering method (b) Billing method 

(1)(i) Government issued agency charge 
card,.

(1) Bill from charge card company (may 
be electronic). 

(ii) Centrally billed travel account citation. 
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TRANSPORTATION SERVICE PROVIDER BILLING—Continued 

(a) Ordering method (b) Billing method 

(2)(i) Purchase order, .............................. (2) Bill from TSP (may be electronic). 
(ii) Bill of lading, 
(iii) Government Bill of Lading, 
(iv) Government Transportation Request. 

(3)(i) Contractor issued individual travel 
charge card.

(3) Voucher from employee (may be 
electronic). 

(ii) Personal charge card, 
(iii) Personal cash. 

§ 102–118.50 How does my agency pay 
for transportation services? 

Your agency may pay for transpor-
tation services in three ways: 

(a) Electronic funds transfer (EFT) (31 
U.S.C. 3332, et seq.). Your agency is re-
quired by statute to make all pay-
ments by EFT unless your agency re-
ceives a waiver from the Department of 
the Treasury. 

(b) Check. For those situations where 
EFT is not possible and the Depart-
ment of the Treasury has issued a 
waiver, your agency may make pay-
ments by check. 

(c) Cash. In very unusual cir-
cumstances and as a last option, your 
agency payments may be made in cash 
in accordance with Department of the 
Treasury regulations (31 CFR part 208). 

§ 102–118.55 What administrative pro-
cedures must my agency establish 
for payment of freight, household 
goods, or other transportation serv-
ices? 

Your agency must establish adminis-
trative procedures which assure that 
the following conditions are met: 

(a) The negotiated price is fair and 
reasonable; 

(b) A document of agreement signi-
fying acceptance of the arrangements 
with terms and conditions is filed with 
the participating agency by the TSP; 

(c) The terms and conditions are in-
cluded in all transportation agree-
ments and referenced on all transpor-
tation documents (TDs); 

(d) Bills are only paid to the TSP 
providing service under the bill of lad-

ing to your agency and may not be 
waived; 

(e) All fees paid are accounted for in 
the aggregate delivery costs; 

(f) All payments are subject to appli-
cable statutory limitations; 

(g) Procedures (such as an unique 
numbering system) are established to 
prevent and detect duplicate payments, 
properly account for expenditures and 
discrepancy notices; 

(h) All transactions are verified with 
any indebtedness list. On charge card 
transactions, your agency must con-
sult any indebtedness list if the charge 
card contract provisions allow for it; 
and 

(i) Procedures are established to 
process any unused tickets. 

§ 102–118.60 To what extent must my 
agency use electronic commerce? 

Your agency must use electronic 
commerce in all areas of your transpor-
tation program. This includes the use 
of electronic systems and forms for or-
dering, receiving bills and paying for 
transportation and transportation 
services. 

[69 FR 57618, Sept. 24, 2004] 

§ 102–118.65 Can my agency receive 
electronic billing for payment of 
transportation services? 

Yes, when mutually agreeable to the 
agency and the GSA Audit Division, 
your agency is encouraged to use elec-
tronic billing for the procurement and 
billing of transportation services. 
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