§301-73.1

Subpart C—Contract Passenger
Transportation Services

301-73.200 Must we require our employees to
use GSA’s contract passenger transpor-
tation services program?

301-73.201 What method of payment may be
used for contract passenger transpor-
tation service?

301-73.202 Can contract fares be used for
personal travel?

Subpart D—Travel Payment System

301-73.300 What is a travel payment system?
301-73.301 How do we obtain travel payment
system services?

AUTHORITY: 5 U.S.C. 5707; 40 U.S.C. 121(c).

SOURCE: FTR Amdt. 70, 63 FR 15978, Apr. 1,
1998, unless otherwise noted.

Subpart A—General Rules

SOURCE: FTR Amdt. 2003-07, 68 FR 71030,
Dec. 22, 2003, unless otherwise noted.

§301-73.1 What does the Federal trav-
el management program include?

The Federal travel management pro-
gram includes—

(a) A travel authorization and claim
system that implements the related re-
quirements of the Federal Travel Regu-
lation. (See 8§301-2.1 and 301-52.3 and
part 301-71 of this chapter for those re-
quirements);

(b) A TMS that provides reservation
and ticketing support and management
reports on reservation and ticketing
activities. (See §301-73.106 for specific
services that should be provided by a
TMS);

(c) A Travel payment system for pay-
ing travel service providers in accord-
ance to §§301-73.300 and 301-73.301 of
this chapter;

(d) Contracts and similar arrange-
ments, with transportation and lodging
providers (e.g. Government-contract
air carriers, rental car companies,
trains, hotels (e.g., Federal Premier
Lodging Program (FPLP) properties),
etc.) that give preferential rates and
other benefits to Federal travelers on
official business; and

(e) A Travel Management Reporting
System that covers financial and other
travel characteristics required by the
biennial Travel Survey (see §§300-70.1
through 300-70.4 of this title).
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NoTE TO §301-73.1: The eTravel Service
(eTS) fulfills the requirements of paragraphs
(a), (b), and (e) of this section.

§301-73.2 What are our responsibil-
ities as participants in the Federal
travel management program?

As a participant in the Federal travel
management program, you must—

(a) Designate an authorized rep-
resentative to administer the program
including leading your agency’s migra-
tion of eTS;

(b) Ensure that you have internal
policies and procedures in place to gov-
ern use of the program including a plan
and timeline to implement eTS no
later than December 31, 2004, with
agency-wide migration to eTS com-
pleted no later than September 30, 2006;

(c) Establish a plan that will measure
direct and indirect cost savings and
management efficiencies through the
use of eTS once deployed. This plan
must include your migration plan and
schedule which must be submitted by
March 31, 2004 to the eTravel Program
Management Office (PMO) (see §301-
73.101);

(d) Require employees to use eTS in
lieu of your TMS as soon as it becomes
available in your agency (unless an ex-
ception has been granted in accordance
with §§301-73.102 or 301-73.104), but no
later than September 30, 2006; and

(e) Ensure that any agency-con-
tracted travel agency services (TMS)
complement and support eTS in an effi-
cient and cost effective manner.

Subpart B—eTravel Service and
Travel Management Service

SOURCE: FTR Amdt. 2003-07, 68 FR 71030,
Dec. 22, 2003, unless otherwise noted.

§301-73.100 Must we require employ-
ees to use the eTravel Service?

Yes, unless you have an exception to
the use of the eTS (see §§301-73.102 and
301-73.104), you must have fully de-
ployed the eTS across your agency and
require employees to use the eTS for
all temporary duty travel no later than
September 30, 2006. Agencies must sub-
mit their eTS migration plans and
schedules by March 31, 2004 to the
eTravel PMO, (see §301-73.101). You
must implement the eTS no later than



Temporary Duty (TDY) Travel Allowances

December 31, 2004, and require employ-
ees to use the eTS as soon as it be-
comes available in your agency. The
Department of Defense and the Govern-
ment of the District of Columbia are
not subject to this requirement.

NoOTES TO §301-73.100: (1) You have the op-
tion to use the contracted travel agent serv-
ice(s) of your choice (through the eTS or
other contract vehicles). You have the re-
sponsibility for ensuring agency-contracted
travel agent services complement and sup-
port the eTS in an efficient and cost effec-
tive manner.

(2) Award of a task order to a vendor on
the eTS Master Contract constitutes eTS im-
plementation. Agency-wide use of the eTS
for all travel management processes and
travel claim submission constitutes com-
plete migration.

§301-73.101 How must we prepare to
implement the eTravel Service?

You must prepare to implement the
eTS as expeditiously as possible by—

(a) Developing a migration plan and
schedule to deploy eTS across your
agency as early as possible with full de-
ployment required no later than Sep-
tember 30, 2006; and

(b) Submitting your eTS migration
plan and schedule by March 31, 2004 to
the U.S. General Services Administra-
tion, Attention: eTravel PMO.

NoTE TO §301-73.101: Your agency should
work with the Office of Management and
Budget to allocate budget and personnel re-
sources to support eTS migration and data
exchange. Your agency is responsible for pro-
viding the funds required to establish inter-
faces between the eTS standard data output
and applicable business systems (e.g., finan-
cial, human resources, etc.).

§301-73.102 May we grant a traveler
an exception from the use of the
eTravel Service?

Your agency head or his/her designee
may grant individual case-by-case ex-
ceptions to the use of eTS when such
use—

(a) Causes an unreasonable burden on
mission accomplishment(s) (e.g., emer-
gency travel (and eTS is not acces-
sible), invitational travel, necessity of
disability accommodations or special
needs in accordance with part 301-13 of
this chapter);

(b) Compromises a national security
interest;
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(c) May endanger the life of the trav-
eler (e.g., an individual traveling under
the Federal witness protection pro-
gram or threatened law enforcement/
investigative personnel traveling in ac-
cordance with part 301-31 of this chap-
ter); or

(d) Is consistent with any contrac-
tual terms applicable to your agency
(i.e., you must insure that any excep-
tions do not cause a breach of con-
tract).

§301-73.103 What must we do when we
approve an exception to the use of
the eTravel Service?

The head of your agency or his/her
designee must approve an exception to
the use of the eTS under §301-73.102 in
writing or through electronic means.

§301-73.104 May further exceptions to
the required use of the eTravel
Service be approved?

(@) The Administrator of General
Services or his/her designee may grant
an agency-wide exception (or exempt a
component thereof) from the required
use of eTS when requested by the head
of a Department (cabinet-level agency)
or head of an Independent agency
when—

(1) The agency has presented a busi-
ness case analysis to the General Serv-
ices Administration that proves that it
has an alternative TMS to the eTS
that is in the best interest of the Gov-
ernment and the taxpayer (i.e., the
agency has evaluated the economic and
service values offered by the eTS con-
tractor(s) compared to those offered by
the agency’s current Travel Manage-
ment System (TMS) and has deter-
mined that the agency’s current TMS
is a better value);

(2) The agency has security, secrecy,
or protection of information issues
that cannot be mitigated through secu-
rity provided by the eTS contractors;

(3) The agency lacks the technology
necessary to access eTS; or

(4) The agency has critical and
unique technology or business require-
ments that cannot be accommodated
by the eTS contractors at all or at an
acceptable and reasonable price (e.g.,
majority of travel is group-travel).



