Temporary Duty (TDY) Travel Allowances

which it is deducted, you will be reim-
bursed the net amount. If the advance
exceeds the reimbursable amount, you
must immediately refund the excess.

§301-51.203 What must I do about my
advance if my trip is canceled or
postponed indefinitely?

Promptly notify the appropriate
agency officials and refund any monies
advanced in connection with the au-
thorized travel.

PART 301-52—CLAIMING
REIMBURSEMENT

Sec.

301-52.1 Must I file a travel claim?

301-52.2 What information must | provide in
my travel claim?

301-52.3 Am | required to file a travel claim
in a specific format and must the claim

be signed?

301-52.4 What must | provide with my travel
claim?

301-52.5 Is there any instance where | am

exempt from the receipt requirements in
§301-52.4?

301-52.6 How do | submit a travel claim?

301-52.7 When must | submit my travel
claim?

301-52.8 May my agency disallow payment
of a claimed item?

301-52.9 What will my agency do when it
disallows an expense?

301-52.10 May | challenge my agency’s dis-
allowance of my claim?

301-52.11 What must | do to challenge a dis-
allowed claim?

301-52.12 What happens if | attempt to de-
fraud the Government?

301-52.13 Should | keep itemized records of
my expenses while on travel?

301-52.14 What must | do with any travel ad-
vance outstanding at the time | submit
my travel claim?

301-52.15 What must I do with any passenger
coupon for transportation costing over
$75, purchased with cash?

301-52.16 What must | do with any unused
tickets, coupons, or other evidence of re-
fund?

301-52.17 Within how many calander days
after | submit a proper travel claim must
my agency reimburse my allowable ex-
penses?

301-52.18 Within how many calendar days
after | submit a travel claim must my
agency notify me of any error that would
prevent payment within 30 calendar days
after submission?

301-52.19 Will | receive a late payment fee if
my agency fails to reimburse me within
30 calendar days after | submit a proper
travel claim?
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301-52.20 How are late payment fees cal-
culated?

301-52.21 Is there a minimum amount the
late payment fee must exceed before my
agency will pay it to me?

301-52.22 Will any late payment fees | re-
ceive be reported as wages on a Form W-
2?

301-52.23 Is the additional fee, which is
equal to any late payment charge that
the card contractor would have been able
to charge had | not paid the bill, consid-
ered income?

301-52.24 Does mandatory use of the Govern-
ment contractor-issued travel charge
card change my obligation to pay my
travel card bill by the due date?

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).

SOURCE: FTR Amdt. 70, 63 FR 15969, Apr. 1,
1998, unless otherwise noted.

§301-52.1 Must I file a travel claim?
Yes.

§301-52.2 What information must I
provide in my travel claim?

You must provide the following:

(a) An itemized list of expenses and
other information (specified in the list-
ing of required standard data elements
contained in Appendix C of this chap-
ter, and any additional information
your agency may specifically require),
except:

(1) You may aggregate expenses for
local telephone calls, local metropoli-
tan transportation fares, and parking
meter fees, except any individual ex-
penses costing over $75 must be listed
separately;

(2) When you are authorized lodgings-
plus per diem, you must state the
M&IE allowance on a daily basis;

(3) When you are authorized a re-
duced per diem, you must state the re-
duced rate your agency authorizes on a
daily basis; and

(4) When your agency limits M&IE
reimbursement to the prescribed max-
imum M&IE for the locality concerned,
you must state the reduced rate on a
daily basis.

(5) Your agency may or may not re-
quire itemization of M&IE when reim-
bursement is limited to either the
maximum M&IE locality rate or a re-
duced M&IE rate is authorized.

(b) The type of leave and the number
of hours of leave for each day;



