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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).
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(b) As a condition of receiving an ex-
ception, the agency must agree to con-
duct annual business case reviews of its
TMS and must provide to the eTravel
PMO data elements required by the
eTravel PMO in a format prescribed by
the eTravel PMO.

(c) Requests for exceptions should be
sent to the Administrator, General
Services Administration, 1800 F Street,
NW., Washington, DC 20405 with full
justification and/or analysis addressing
paragraphs (a)(1), (a)(2), (a)(3), or (2)(4)
of this section.

§301-73.105 What are the con-
sequences of an employee not using
the eTravel Service or the TMS?

If an employee does not use the eTS
(when available) or your agency’s des-
ignated TMS, he/she is responsible for
any additional costs (see §301-50.5 of
this chapter) resulting from the failure
to use the eTS or your TMS. In addi-
tion, you may take appropriate dis-
ciplinary actions.

§301-73.106 What are the basic serv-
ices that should be covered by a
TMS?

The TMS must, at a minimum—

(@) Include a Travel Management
Center (TMC), commercial ticket office
(CTO), an in-house system, an elec-
tronically available system, or other
method(s) of arranging travel, which
has the ability to provide the following
as appropriate to the agency’s travel
needs:

(1) Booking and fulfillment of com-
mon carrier arrangements (e.g., flight
confirmation and seat assignment,
compliance with the Fly America Act,
Governmentwide travel policies, con-
tract city-pair fares, electronic
ticketing, ticket delivery, etc.).

(2) Lodging information (e.g., room
availability, reservations and con-
firmation, compliance with Hotel/
Motel Fire Safety Act, availability of
Federal Premier Lodging Program
properties, per diem rate availability,
etc.).

(3) Car rental and rail information
(e.g., availability of Military Traffic
Management Command (MTMC) Gov-
ernment agreement rates where appli-
cable, confirmation of reservations,
etc.).
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(b) Provide basic management infor-
mation, such as—

(1) Number of reservations by type of
service (common carrier, lodging, and
car rental);

(2) Extent to which reservations are
in compliance with policy and reasons
for exceptions;

(3) Origin and destination points of
common carrier usage;

(4) Destination points for lodging ac-
commodations;

(5) Number of lodging nights in ap-
proved accommodations;

(6) City or location where car rentals
are obtained; and

(7) Other tasks, e.g., reconciliation of
charges on centrally billed accounts
and processing ticket refunds.

NOTE TO §301-73.106: The eTS fulfills the
basic services of a TMS. You have the option
to use the contracted travel agent service(s)
of your choice through eTS or other contract
vehicles. You have the responsibility to en-
sure that agency-contracted-for travel agent
services complement and support the eTS in
an efficient and cost effective manner. (See
§301-73.2).

Subpart C—Contract Passenger
Transportation Services

§301-73.200 Must we require our em-
ployees to use GSA’s contract pas-
senger transportation services pro-
gram?

Yes, if such services are available to
your agency.

§301-73.201 What method of payment
may be used for contract passenger
transportation service?

GSA individual Government con-
tractor-issued travel charge card(s), or
your agency centrally billed or other
established account, or a GTR (when
no other option is available or fea-
sible).

[FTR Amdt. 70, 63 FR 15978, Apr. 1, 1998; 63
FR 35538, June 30, 1998]

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

No.

be



