§301-71.301

§301-71.301 In situations where a
lodging facility requires the pay-
ment of a deposit, may we reim-
burse an employee for an advance
room deposit prior to the beginning
of scheduled official travel?

Yes, you may reimburse an employee
an advance room deposit, when such a
deposit is required by the lodging facil-
ity to secure a room reservation, prior
to the beginning of an employee’s
scheduled official travel. However, if
the employee is reimbursed the ad-
vance room deposit, but fails to per-
form the scheduled official travel for
reasons not acceptable to the agency,
resulting in the forfeit of the deposit,
the employee is indebted to the Gov-
ernment and must repay that amount
in a timely manner as prescribed by
you.

[FTR Amdt. 108, 67 FR 57967, Sept. 13, 2002]

§301-71.302 For how long may we
issue a travel advance?

You may issue a travel advance for a
reasonable period not to exceed 45
days.

[FTR Amdt. 70, 63 FR 15974, Apr. 1, 1998. Re-
designated by FTR Amdt. 108, 67 FR 57967,
Sept. 13, 2002]

§301-71.303 What data must we cap-
ture in our travel advance account-
ing system?

You must capture the following data:

(@) The name and social security
number of each employee who has an
advance,;

(b) The amount of the advance;

(c) The date of issuance; and

(d) The date of reconciliation for un-
used portions of travel advances.

[FTR Amdt. 70, 63 FR 15974, Apr. 1, 1998; 63
FR 35538, June 30, 1998. Redesignated by FTR
Amdt. 108, 67 FR 57967, Sept. 13, 2002]

§301-71.304 Are we responsible for en-
suring the collection of outstanding
travel advances?

Yes.

[FTR Amdt. 70, 63 FR 15974, Apr. 1, 1998. Re-
designated by FTR Amdt. 108, 67 FR 57967,
Sept. 13, 2002]

§301-71.305 When must an employee
account for a travel advance?

An employee must account for an
outstanding travel advance each time a
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travel claim is filed. If the employee
receives a travel advance but deter-
mines that the related travel will not
be performed, then the employee must
inform you that the travel will not be
performed and repay the advance at
that time.

[FTR Amdt. 70, 63 FR 15974, Apr. 1, 1998. Re-
designated by FTR Amdt. 108, 67 FR 57967,
Sept. 13, 2002]

§301-71.306 Are there exceptions to
collecting an advance at the time
the employee files a travel claim?

Yes, when the employee is in a con-
tinuous travel status and

(@) You review each outstanding
travel advance on a periodic basis (the
period will be for a reasonable time of
45 days or less); and

(b) You determine the amount, if
any, of the outstanding balance ex-
ceeds the amount of estimated travel
expenses for the authorized period and
collect the excess amount from the em-
ployee.

[FTR Amdt. 70, 63 FR 15974, Apr. 1, 1998. Re-
designated by FTR Amdt. 108, 67 FR 57967,
Sept. 13, 2002]

§301-71.307 How do we collect the
amount of a travel advance in ex-
cess of the amount of travel ex-
penses substantiated by the em-
ployee?

When the outstanding advance ex-
ceeds what you owe the employee, then
the employee must submit cash or a
check for the difference in accordance
with your policy. Your failure to col-
lect the amount in excess of substan-
tiated expenses will cause a violation
of the accountable plan rules contained
in the Internal Revenue Code (title 26
of the United States Code).

[FTR Amdt. 70, 63 FR 15974, Apr. 1, 1998. Re-
designated by FTR Amdt. 108, 67 FR 57967,
Sept. 13, 2002]

§301-71.308 What should we do if the
employee does not pay back a trav-
el advance when the travel claim is
filed?

You should take alternative steps to
collect the debt including:

(a) Offset against the employee’s sal-
ary, a retirement credit, or other
amount owed the employee;



