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FEDERAL TRAVEL REGULATION
FOREWORD

This January 2004 edition is a complete reissue of the Federal Travel Regulation (FTR). It includes all FTR amendments
through 2003-05.

The FTRistheregulation contained in 41 Code of Federal Regulations (CFR), Chapters 300 through 304, which implements
statutory requirements and Executive branch policiesfor travel by Federal civilian employees and others authorized to travel at
Government expense.

The Administrator of General Services promulgates the FTR to: (@) interpret statutory and other policy requirementsin a
manner that balances the need to assure that official travel is conducted in a responsible manner with the need to minimize
administrative costs, and (b) communicate the resulting policiesin aclear manner to Federal agencies and employees.

The General Services Administration’s (GSA's) Office of Governmentwide Policy’s Travel Management Policy Division
sponsors an Interagency Travel Management Committee (ITMC) that provides a forum through which Federal agencies can
exchange information and ideas for resolving common interests relating to the effective utilization of the FTR. Through the
ITMC, GSA strengthenslines of communication and disseminatesinformation to agency representatives. To ensure compliance
with internal agency rules and regulations, Federal employees are referred back to hissher ITMC representative for direct assis-
tance. The ITMC representative is generally found in the agency’s Office of Finance and/or travel policy office. If additional
assistance is needed, GSA is available at 202-501-4318.
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Chapter 300—Genera
Part 300-1—The Federal Travel Regulation (FTR)

§300-1.20

PART 300-1—THE FEDERAL TRAVEL REGULATION (FTR)

Authority: 5U.S.C. 5707; 5 U.S.C. 5738;
5U.S.C. 5741-5742; 20 U.S.C. 905(a); 31 U.S.C. 1353;
40 U.S.C. 486(c); 49 U.S.C. 40118; E.O. 11609, 3 CFR,
1971-1975 Comp., p. 586.

§300-1.1 What isthe FTR?

The FTRistheregulation contained in 41 Code of Federal
Regulations (CFR), Chapters 300 through 304, which imple-
ments statutory requirements and Executive branch policies
for travel by Federal civilian employeesand others authorized
to travel at Government expense.

§300-1.20 What isthe purpose of the FTR?

There are two principa purposes:

(a) To interpret statutory and other policy requirementsin
a manner that balances the need to assure that official travel
is conducted in a responsible manner with the need to mini-
mize administrative costs,

(b) To communicate the resulting policiesin a clear man-
ner to Federal agencies and employees.
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Part 300-2—How to Usethe FTR

§300-2.70

PART 300-2—HOW TO USE THE FTR

Authority: 5U.S.C. 5707; 5 U.S.C. 5738;
5U.S.C. 5741-5742; 20 U.S.C. 905(a); 31 U.S.C. 1353;
40 U.S.C. 486(c); 49 U.S.C. 40118; E.O. 11609, 3 CFR,
1971-1975 Comp., p. 586.

Subpart A—General

8300-2.1 What formatsexist inthe FTR?
TheFTRiswrittenin two formats—the question & answer
format and the title and narrative format.

Subpart B—Question & Answer Format

§300-2.20 What isthe purpose of the question & answer
format?
The Q& A format is an effective way to engage the reader
and to break the information into manageabl e pieces.

§300-2.21 How istherule expressed in the question and
answer format?
Theruleis expressed in both the question and answer.

8300-2.22 Whoissubject tothe FTR?

Employees and agencies. Since the user may be an
employee or an agency, portions of the FTR have been sepa-
rated into employee and agency sections. However, while the
employee provisions are addressed to the employee, the rules
expressed in those provisions apply to the agency aswell. The

following lists the relevant employee and agency sections of

the FTR:
The employee And the agency
provisionsare provisionsare
For contained in contained in
Chapter 301 [Subchapter A, Subchapter D
Subchapter B, and
Subchapter C
Chapter 302 [Subchapter A, Subchapter A,
Subchapter B, Subchapter B,
Subchapter C, Subchapter C,
Subchapter D, Subchapter D,
Subchapter E, and Subchapter E, and
Subchapter F Subchapter F
Chapter 303 [N/A Part 303-70
Chapter 304 [Subchapter A Subchapter B and
Subchapter C

8300-2.23 How isthe user addressed in the FTR?

The FTR asks questions in the first person, as the user
would. It then answers the questions in the second and third
person. In the employee sections, the employee is addressed
in the singular, and in the agency sections, the agency is
addressed in the plural. The following describes how

employee and agency are addressed in both sections:

Whenyou |Andyouare |Theemployee |Andtheagencyis
areinthe |lookingata |isreferredto |referred tousing
Employee  [Question [, me, or my Agency

section Answer You or your Agency

Agency Question Employee We, us, or our
section Answer Employee You or your

Subpart C—Title and Narrative Format

§300-2.70 How istherule expressed in thetitleand
narrative format?
Theruleisin the narrative. The title serves only as a tool

to determine the subject of therule.

300-2-1
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Part 300-3—Glossary of Terms

§300-3.1

PART 300-3—GLOSSARY OF TERMS

Authority: 5U.S.C. 5707; 5 U.S.C. 5738;
5U.S.C. 5741-5742; 20 U.S.C. 905(a); 31 U.S.C. 1353;
40 U.S.C. 486(c); 49 U.S.C. 40118; E.O. 11609, 3 CFR,
1971-1975 Comp., p. 586.

8300-3.1 What do the following terms mean?

Actual expense—Payment of authorized actual expenses
incurred, up to the limit prescribed by the Administrator of
GSA or agency, as appropriate. Entitlement to reimbursement
is contingent upon entitlement to per diem, and is subject to
the same definitions and rules governing per diem.

Agency—For purposes of Chapter 302 agency means:

(1) An executive agency as defined in Title5 U.S.C. 105
(an executive department an independent establishment, the
General Accounting Office, or awholly owned Government
corporation as defined in section 101 of the Government Cor-
poration Control Act, as amended (31 U.S.C.9101), but
excluding a Government controlled corporation);

(2) A military department;

(3) A court of the United States;

(4) The Administrative Office of the United States Courts;

(5) The Federa Judicia Center;

(6) The Library of Congress;

(7) The United States Botanic Garden;

(8) The Government Printing Office; and

(9) The District of Columbia.

Approved accommodation—Any place of public lodging
that islisted on the national master list of approved accommo-
dations. The national master list of all approved accommoda-
tions is compiled, periodically updated, and published in the
Federa Register by FEMA. Additionaly, the approved
accommodation list is available on the U.S. Fire Administra-
tion's Internet site a  http://mww.usfa.fema.gov/hotel/
index.htm.

Automated-Teller-Machine (ATM) services—Government
contractor-provided ATM services that allow cash withdraw-
as from participating ATMs to be charged to a Government
contractor-issued charge card.

Common carrier—Private-sector supplier of air, rail or bus
transportation.

Commuted Rate—A price rate used to calculate a set
amount to be paid to an employee for the transportation and
temporary storage of his’her household goods. It includes cost
of line-haul transportation, packing/unpacking, crating/
uncrating, drayage incident to transportation and other acces-
soria charges and costs of temporary storage within applica-
bleweight limit for storage including handling in/out charges
and necessary drayage.

Conference—A meeting, retreat, seminar, symposium or
event that involves attendee travel. The term *conference”

aso appliesto training activitiesthat are considered to be con-
ferences under 5 CFR 410.404.

Continental United Sates (CONUS)—The 48 contiguous
States and the District of Columbia.

Contract carriers—U.S. certificated air carriers which are
under contract with the government to furnish Federal
employees and other persons authorized to travel at Govern-
ment expense with passenger transportation service. Thisalso
includes GSA's scheduled airline passenger service between
selected U.S. cities/airports and between selected U.S. and
international cities/airports at reduced fares.

Employee with a disability (also see Special Needs)—

(@) An employee who has a disability as defined in
paragraph (b) of this definition and is otherwise generally
covered under the Rehabilitation Act of 1973, as amended
(29 U.S.C. 701-797b).

(b) “Disability,” with respect to an employee, means:;

(1) Having a physical or mental impairment that sub-
stantially limits one or more major life activities,

(2) Having arecord of such an impairment;

(3) Being regarded as having such an impairment; but

(4) Does not include an individual who is currently
engaging in theillegal use of drugs, when the covered entity
acts on the basis of such use.

(c) “Physical or mental impairment” means:

(1) Any physiological disorder or condition, cosmetic
disfigurement, or anatomical |oss affecting one or more of the
following body systems:. neurological, muscul oskel etal, spe-
cia sense organ, respiratory (including speech organs), car-
diovascular, reproductive, digestive, genitourinary, hemic
and lymphatic, skin, and endocrine; or

(2) Any mental or psychological disorder (e.g., mental
retardation, organic brain syndrome, emotional or mental ill-
ness and specific learning disabilities).

(3) Theterm “physical or mental impairment” includes,
but is not limited to, such diseases and conditions as cerebral
palsy, epilepsy, muscular dystrophy, multiple sclerosis, can-
cer, heart disease, diabetes, mental retardation, emotional ill-
ness, and orthopedic, visual, speech and hearing impairments.

(d) “Magjor life activities” means functions such as caring
for oneself, performing manual tasks, walking, seeing, hear-
ing, speaking, breathing, learning and working.

(e) “Has a record of such an impairment” means the
employee has a history of, or has been classified as having, a
mental or physical impairment that substantially limits one or
more mgjor life activities.

(f) “Isregarded as having such an impairment” means the
employee has:

(1) A physical or mental impairment that does not sub-
stantialy limit magjor life activities but the impairment is
treated by the agency as constituting such alimitation;
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(2) A physical or mental impairment that substantially
limits mgjor life activities as aresult of the attitudes of others
toward such an impairment; or

(3) None of theimpairments defined under “ physical or
mental impairment”, but is treated by the employing agency
as having a substantially limiting impai rment.

Extended Storage—Storage of household goods while an
employee is assigned to an officia station or post of duty to
which he/she is not authorized to take or unable to use the
household goods or is authorized in the public interest. Also
referred to as nontemporary storage.

Family (see Immediate family)

Foreign air carrier—An air carrier who is not holding a
certificateissued by the United Statesunder 49 U.S.C. 41102.

Foreign area (see aso non-foreign area)—Any area,
including the Trust Territories of the Pacific Islands, situated
both outside CONUS and the non-foreign areas.

Government aircraft—Any aircraft owned, leased, char-
tered or rented and operated by an executive agency.

Government contractor-issued individually billed charge
card—A Government contractor-issued charge card used by
authorized individuals to pay for official travel and transpor-
tation related expenses for which the contractor bills the
employee.

Government-furnished automobile—An automobile (or
“light truck,” as defined in 41 CFR 101-38 including vans
and pickup trucks) that is:

(a) Owned by an agency,

(b) Assigned or dispatched to an agency from the GSA
Interagency Fleet Management System, or

(c) Leased by the Government for a period of 60 days or
longer from a commercia source.

Government-furnished vehicle—A Government-furnished
automobile or a Government aircraft.

Government Transportation Request (GTR) (Sandard
Form 1169)—A Government document used to procure com-
mon carrier transportation services. The document obligates
the Government to pay for transportation services provided.

Household Goods (HHG)—Property, unless specifically
excluded, associated with the home and al personal effects
belonging to an employee and immediate family memberson
the effective date of the employee’s change of official station
orders (the day the employee reports for duty at the new offi-
cial station) that legally may be accepted and transported by
acommercial HHG carrier.

(1) HHG aso includes:

(i) Professional  Books,
(PBP&E);

(ii) Spare parts of a POV (see definition of POV) and a
pickup truck tailgate when removed);

(iii) Integral or attached vehicle parts that must be
removed due to high vulnerability to pilferage or damage,

papers and equipment

300-3-2

(e.g., seats, tops, wench, spare tire, portable auxiliary gaso-
line can(s) and miscellaneous associated hardware);

(iv) Consumable goodsfor employeesassigned to loca
tions where the Department of State has determined that such
goods are necessary;

(v) Vehicles other than POVs (such as motorcycles,
mopeds, jet skies, snowmobiles, golf carts, boats (e.g., boat,
sailboat, canoe, skiff, rowboat, dinghies, sculls and kayak,
mounted or unmounted on trailers)) of reasonable size that
can fit into amoving van.

(vi) Ultralight Vehicles (defined in 14 CFR part 103 as
being single occupant, for recreation or sport purposes,
weighing less than 155 poundsif unpowered or less than 254
poundsif powered, having afuel capacity NTE 5 gallons, air-
speed NTE 55 knots, and power-off stall speed NTE 24 knots.

(2) HHG does not include:

(i) Personal baggage when carried free on tickets;

(ii) Automobiles, trucks, vans and similar motor vehi-
cles, mobile homes, camper trailers, and farming vehicles;

(iii) Live animalsincluding birds, fish, reptiles;

(iv) Cordwood and building materials;

(v) HHG for resale, disposal or commercial use rather
than for use by employee and immediate family members,

(vi) Privately owned live ammunition; and

(vii) Propane gas tanks.

(3) Federal, State and local laws or carrier regulations may
prohibit commercial shipment of certain articles not included
in paragraph (2) of this definition. These articles frequently
include:

(i) Property liable to impregnate or otherwise damage
equipment or other property (e.g., hazardous articles includ-
ing explosives, flammable and corrosive material, poisons);

(ii) Articles that cannot be taken from the premises
without damage to the article or premises;

(iii) Perishable articles (including frozen foods) articles
requiring refrigeration, or perishable plants unless;

(a) Shipment is to be transported not more than 150
miles and/or delivery accomplished within 24 hours from the
time of loading,

(b) No storage is required, and

(c)No preliminary or en route services
(e.g., watering or other preservative method) is required of
the carrier.

Household Goods-Weight Additive—A weight, per linear
foot of a specific item, added to the net weight of the house-
hold goods shipment to compensate for the excessive van
space used by the item. Theitem must be stated in the House-
hold Goods tariff as qualifying for aweight additive before a
charge can be assessed. Weight additives do not apply if an
article is capable of being conveniently hand-carried by one
person and/or transported in a standard moving carton.

Immediate family—Any of the following named members
of the employee’'s household at the time he/she reports for
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duty at the new permanent duty station or performs other
authorized travel involving family members:

(a) Spouse;

(b) Children of the employee or employee's spouse who
areunmarried and under 21 years of age or who, regardless of
age, arephysically or mentally incapabl e of self-support. (The
term “children” shall include natural offspring; stepchildren;
adopted children; grandchildren, legal minor wards or other
dependent children who are under legal guardianship of the
employee or employee’s spouse; and an unborn child(ren)
born and moved after the employee's effective date of trans-
fer.);

(c) Dependent parents (including step and legally adoptive
parents) of the employee or employee's spouse; and

(d) Dependent brothers and sisters (including step and
legally adoptive brothers and sisters) of the employee or
employee’s spouse who are unmarried and under 21 years of
age or who, regardless of age, are physically or mentally inca-
pable of self-support.

Interviewee—An individual who is being considered for
employment by an agency. Theindividual may currently bea
Government employee.

Invitational travel—Authorized travel of individualseither
not employed or employed (under 5 U.S.C. 5703) intermit-
tently in the Government service as consultants or expertsand
paid on adaily when-actually-employed basisand for individ-
uals serving without pay or at $1 ayear when they are acting
in a capacity that is directly related to, or in connection with,
official activities of the Government. Travel allowances
authorized for such persons are the same as those normally
authorized for employees in connection with TDY.

Lodgings-plus per diem system—The method of comput-
ing per diem allowances for official travel in which the per
diem alowance for each travel day is established on the basis
of the actual amount the traveler pays for lodging, plus an
allowance for meals and incidental expenses (M&IE), the
total of which does not exceed the applicable maximum per
diem rate for the location concerned.

Mandatory mobility agreement—Agreement requiring
employee relocation to enhance career development and pro-
gression and/or achieve mission effectiveness.

Mobile Home—Any type of house trailer or mobile dwell-
ing constructed for use as a residence and designed to be
moved overland, either by self-propulsion or towing. Also, a
boat (houseboat, yacht, sailboat, etc.) when used as the
employee's primary residence.

Non-foreign area—The States of Alaska and Hawaii, the
Commonwealths of Puerto Rico, Guam and the Northern
Mariana Islands and the territories and possessions of the
United States (excludes the Trust Territories of the Pacific
Islands).

Official station—The official station of an employee or
invitational traveler (see §301-1.2) is the location of the

employee’s or invitational traveler’s permanent work assign-
ment.

The geographic limits of the official station are;

(a) For an employee:

(1) The corporate limits of the city or town where sta-
tioned or if not in an incorporated city or town;

(2) The reservation, station, or other established area
(including established subdivisions of large reservations)
having definite boundaries where the employee is stationed.

(b) For an invitational traveler:

(1) The corporate limits of the city or town where the
home or principal place of businessexistsor if notinanincor-
porated city or town;

(2) The reservation, station, or other established area
(including established subdivisions of large reservations)
having definite boundaries where the home or principal place
of businessis located.

Per diem allowance—The per diem alowance (aso
referred to as subsistence allowance) is a daily payment
instead of reimbursement for actual expenses for lodging,
meals, and related incidental expenses. The per diem alow-
ance is separate from transportation expenses and other mis-
cellaneous expenses. The per diem alowance covers al
charges, including taxes and service chargeswhere applicable
for:

(a) Lodging. Includes expenses for overnight sleeping
facilities, baths, persona use of the room during daytime,
telephone access fee, and service charges for fans, air condi-
tioners, heaters and fires furnished in the room when such
charges are not included in the room rate. Lodging does not
include accommaodations on airplanes, trains, buses, or ships.
Such cost isincluded in the transportation cost and is not con-
sidered alodging expense.

(b) Meals. Expenses for breakfast, lunch, dinner and
related tips and taxes (specifically excluded are alcoholic bev-
erage and entertainment expenses, and any expensesincurred
for other persons).

(c) Incidental expenses. (1) Feesandtipsgivento porters,
baggage carriers, bellhops, hotel maids, stewards or steward-
esses and others on ships, and hotel servantsin foreign coun-
tries;

(2) Transportation between places of lodging or busi-
ness and places where meals are taken, if suitable meals can
be obtained at the TDY site; and

(3) Mailing cost associated with filing travel vouchers
and payment of Government sponsored charge card billings.

Place of public accommodation—Any inn, hotel, or other
establishment within a State that provides|odging to transient
guests, excluding:

() An establishment owned by the Federal Government;

(b) An establishment treated as an apartment building by
State or local law or regulation; or
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(c) An establishment containing not more than 5 roomsfor
rent or hire that is also occupied as aresidence by the propri-
etor of that establishment.

Post of duty—An official station outside CONUS.

Privately owned aircraft—An aircraft that is owned or
leased by an employee for persona use. It is not owned,
leased, chartered, or rented by a Government agency, nor isit
rented or leased by an employee for use in carrying out offi-
cial Government business.

Privately owned automobile—A car or light truck (includ-
ing vans and pickup trucks) that is owned or leased for per-
sonal use by an individual.

Privately Owned Vehicle (POV)—Any vehicle such as an
automobile, motorcycle, aircraft, or boat operated by an indi-
vidual that is not owned or leased by a Government agency,
and is not commercially leased or rented by an employee
under a Government rental agreement for use in connection
with official Government business.

Professional Books, Papers and Equipment (PBP& E)—
Includes, but is not limited to, the following items in the
employee’s possession when needed by the employee in the
performance of hislher official duties:

(1) Reference material;

(2) Instruments, tools, and equipment peculiar to techni-
cians, mechanics and members of the professions;

(3) Speciadized clothing (e.g., diving suits, flying suits,
helmets, band uniforms, religious vestments and other special
apparel); and

(4) Communications equipment used by the employee in
association with the MARS (see DoD 4650.2, Military Affil-
iate Radio System (MARS) which is available electronically
from the world wide web at http://web7.whs.osd.mil).

Reduced per diem—Your agency may authorize a reduced
per diem rate when there are known reductionsin lodging and
meal costs or when your subsistence costs can be determined
in advance and are lower than the prescribed per diem rate.

Special conveyance—Commercially rented or hired vehi-
cles other than aprivately owned vehicle and other than those
owned or under contract to an agency.

Special needs (also see Employee with a disability)—
Physical characteristics of a traveler not necessarily defined
under disability. Such physical characteristics could include,
but are not limited to, the weight or height of the traveler.

Subsistence expenses—Expenses such as:
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(a) Lodging, including taxes and service charges,

(b) Medls, including taxes and tips; and

(c) Incidental expenses (seeincidental expensesunder def-
inition of per diem allowance.)

Temporary duty (TDY) location—A place, away from an
employee’s official station, where the employee is authorized
to travel.

Temporary Sorage—Storage of HHG for alimited period
of time at origin, destination or en route in connection with
transportation to, from, or between official station or post of
duty or authorized alternate points. Also referred to as storage
in transit (SIT).

Travel advance—Prepayment of estimated travel expenses
paid to an employee.

Travel authorization (Orders)—Written permission to
travel on official business. There are three basic types of
travel authorizations (orders):

(@) Unlimited open. An authorization allowing an
employee to travel for any officia purpose without further
authorization.

(b) Limited open. An authorization allowing an employee
to travel on official business without further authorization
under certain specific conditions, i.e., travel to specific geo-
graphic area(s) for specific purpose(s), subject to trip cost
ceilings, or for specific periods of time.

(c) Trip-by-trip. An authorization allowing an individual
or group of individuals to take one or more specific official
business trips, which must include specific purpose, itinerary,
and estimated costs.

Travel claim (Moucher)—A written request, supported by
documentation and receipts where applicable, for reimburse-
ment of expenses incurred in the performance of official
travel, including permanent change of station (PCS) travel.

Travel Management System (TMS)—A system to arrange
travel services for Federal employees on officia travel,
including reservation of accommodations and ticketing. A
TMS may be an in-house system, a commercialy available
system (e.g., contract travel agency), or an electronically
available system that provides such services as booking com-
mon carrier, lodging, and car rental reservations and ticketing
as specified in §301-73.101 of this subtitle.

United Sates—The 48 contiguous States, the District of
Columbia and the States and areas defined under the term
“Non-Foreign Area.”
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Chapter 300—Genera
Part 300-70—Agency Reporting Requirements

§300-70.104

PART 300-70—AGENCY REPORTING REQUIREMENTS

Authority: 5U.S.C. 5707; 5 U.S.C. 5738;
5U.S.C. 5741-5742; 20 U.S.C. 905(a); 31 U.S.C. 1353;
40 U.S.C. 486(c); 49 U.S.C. 40118; E.O. 11609, 3 CFR,
1971-1975 Comp., p. 586.

Subpart A—Requirement to Report Agency
Paymentsfor Employee Travel and Relocation

§300-70.1 What aretherequirementsfor reporting
paymentsfor employeetravel and relocation?
Agencies (as defined in §301-1.1) that spent more than $5

million on travel and transportation payments, including relo-

cation, during the fiscal year immediately preceding the sur-
vey year must report this information. Every two years GSA
will distribute the Federal Agencies Travel Survey which is
assigned Interagency Control No. 0362-GSA-AN. Copies of
the survey may be obtained from the Director, Travel and

Transportation Management Policy Division (MTT), Office

of Governmentwide Policy, General Services Administration,

Washington, DC 20405.

§300-70.2 What information must we report?

For thefiscal year reporting period you must report thefol-
lowing information:

(a) Estimated total agency payments for travel and trans-
portation of people;

(b) Average costs and duration of trips;

(c) Amount of official travel by purpose(s);

(d) Estimated total agency payments for employee reloca-
tion;

(e) The estimated cost of administrating your agency’s
processing of travel authorizations and travel vouchers; and

() Any other specific information GSA may require for
the reporting period.

§300-70.3 How long will we haveto respond tothetravel
survey?

The survey will specify the due date. The head of your
agency must appoint a designee at the headquarters level
responsible for ensuring that the survey is completed and
returned to GSA by the due date. Upon receiving a survey,
you must submit the designee’s name, address, and telephone
number to the Director, Travel and Transportation Manage-
ment Policy Division (MTT), Office of Governmentwide Pol-
icy, Genera Services Administration, Washington, DC
20405.

§300-70.4 How do werespond to thetravel survey if we
have major suborganizations?

If you have major suborganizations, you must submit
responses as follows:

(a) A separate response from each suborganization which
spent morethan $5 million for travel and relocation during the
fiscal year immediately preceding the survey year;

(b) A consolidated response covering al your suborgani-
zations which did not spend more than $5 million for travel
and relocation during the fiscal year immediately preceding
the survey year; and

(c) A consolidated response which covers all components
of your agency.

Subpart B—Requirement to Report Use of
First-Class Transportation Accommodations

§300-70.100 Who must report use of first-class
transportation accommodations?
An agency as defined in §301-1.1 of this subtitle.

§300-70.101 What information must wereport?

All instances in which you authorized/approved the use of
first-class transportation accommodations. This report has
been assigned Interagency Report Control No. 0411-GSA-
AN.

§300-70.102 How often must we report therequired
information?
Once every year.

§300-70.103 When will GSA request thisinformation?

Generally, GSA will notify agencies during the summer
months that this information is required and will indicate the
date reports are due.

§300-70.104 Arethereany exceptionsto thereporting
requirement?

Yes. You are not required to report data that is protected
from public disclosure by statute or Executive Order. How-
ever, you are required to submit, in your cover letter to GSA,
the following aggregate information unless that information
is also protected from public disclosure;

(a) Aggregate number of authorized first-class trips that
are protected from disclosure;

(b) Total of actual first-class fares paid; and

(c) Total of coach-classfaresthat would have been paid for
the same travel.

Subpart C—[Reserved]
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Chapter 300—Genera

Part 300-80—Travel and Relocation Expenses Test Programs

§300-80.10

PART 300-80—TRAVEL AND RELOCATION EXPENSES TEST PROGRAMS

Authority: 5U.S.C. 5707, 5710, 5738, and 5739.

§300-80.1 What isatravel and relocation expenses test
program?

It isaprogram to permit agencies to test new and innova-
tive methods of reimbursing travel and relocation expenses
without seeking a waiver of current rules or authorizing leg-
islation.

§300-80.2 Who may authorize such test programs?

The Administrator of General Services may authorize an
agency to conduct such tests when the Administrator deter-
mines such tests to be in the interest of the Government.

§300-80.3 What must be doneto apply for test program
authority?

The head of the agency or designee must design the test
program to enhance cost savings or other efficiencies to the
Government and submit in writing to the Administrator of
General Services (Attention: MTT), 1800 F Street, NW,
Washington, DC 20405:

(a) An explanation of the test program;

(b) If applicable, the specific provisions of the FTR from
which the agency is deviating (travel and/or relocation);

(c) An analysis of the expected costs and benefits; and

(d) A set of criteriafor evaluating the effectiveness of the
program.

§300-80.4 How many test programs may be authorized
by GSA throughout the government?
No more than 10 travel expensetest programsand 10 relo-
cation expense test programs may be conducted at the same
time.

§300-80.5 What factorswill GSA consider in approvinga
request for atravel or relocation expenses test
program?

The following factors will be considered:

(a) Potentia savings to the Government.

(b) Application of results to other agencies.
(c) Feasihility of successful implementation.

(d) Number of tests, if any, already authorized to the same
activity.

(e) Whether the request meets the requirements of
§300-80.3.

(f) Other agency requests under consideration at the time
of submission.

(g9) Uniqueness of proposed test.

§300-80.6 May the same agency be authorized to test
travel and relocation expenses programs at the same
time?

Yes, if authorized, both test programs may be conducted by
the same agency at the same time.

§300-80.7 What limitsaretheretotest programs?

None. When authorized by the Administrator of General
Services, the agency may pay any necessary travel or reloca-
tion expenses in lieu of payments authorized or required
under Chapters 301 and 302 of thistitle.

§300-80.8 What isthe maximum duration of test
programs?
Thetest program may not exceed 24 months from the date
the test is authorized to begin.

§300-80.9 What reportsarerequired for atest program?

Two reports are required:

(a) The Administrator of General Services must submit a
copy of an approved test program to Congress at least 30 days
before the effective date of the authorized test program.

(b) The agency authorized to conduct the test program
must submit a report on the results of the test program to the
Administrator of General Services (Attention: MTT), 1800 F
Street, NW, Washington, DC 20405, and to Congress within
3 months after completion of the program.

§300-80.10 When doestheauthority of GSA to authorize
test programs expire?
The authority to conduct test programs expires on October
20, 2005.
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CHAPTER 301—TEMPORARY DUTY (TDY) TRAVEL ALLOWANCES

Subchapter A—Introduction

Part 301-1—Applicability
§301-1.1—What is an “agency” for purposes of TDY allowances?
§301-1.2—What is an “employee” for purposes of TDY allowances?
§301-1.3—Whoiseligible for TDY allowances?

Part 301-2—General Rules
§301-2.1—Must | have authorization to travel ?
8§301-2.2—What travel expenses may my agency pay?
§301-2.3—What standard of care must | usein incurring travel expenses?
§301-2.4—For what travel expenses am | responsible?
§301-2.5—What travel arrangements require specific authorization or prior approval?

Subchapter B—Allowable Travel Expenses

Part 301-10—Transportation Expenses

Subpart A—General
8301-10.1—Am | eligible for payment of transportation expenses?
§301-10.2—What expenses are payable as transportation?
§301-10.3—What methods of transportation may my agency authorize me to use?
8§301-10.4—How does my agency select the method of transportation to be used?
§301-10.5—What are the presumptions as to the most advantageous method of transportation?
8§301-10.6—What is my liability if | do not travel by the selected method of transportation?
§301-10.7—How should | route my travel ?
8§301-10.8—What ismy liability if, for personal convenience, | travel by an indirect route or interrupt travel
by a direct route?

Subpart B—Common Carrier Transportation
§301-10.100—What types of common carrier transportation may | be authorized to use?

—Airline
§301-10.106—What are the basic requirements for using airlines?

—Use of Contract City-Pair Fares

§301-10.107—When must | use a contract city-pair fare?

§301-10.108—What requirements must be met to use a non-contract fare?

§301-10.109—What ismy liability for unauthorized use of a non-contract carrier when contract serviceis
available and | do not meet one of the exceptions for required use?

§301-10.110—May | use contract passenger transportation service for personal travel?

§301-10.111—When may | use areduced group or charter fare?

§301-10.112—What must | do when different airlines furnish the same service at different fares?

§301-10.113—What must | do if | change or do not use a common carrier reservation?

§301-10.114—What must | do with unused Government Transportation Request(s) (GTR(s), ticket(s) or
refund application(s)?

§301-10.115—Am | authorized to receive arefund or credit for unused transportation?

§301-10.116—What must | do with compensation an airline gives meiif it denies me a seat on a plane?
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301-ii

§301-10.117—May | keep compensation an airline gives me for voluntarily vacating my seat on my
scheduled airline flight when the airline asks for volunteers?

—Airline Accommodations
8301-10.121—What classes of airline accommodations are available?
8301-10.122—What class of airline accommodations must | use?
8301-10.123—When may | use first-class airline accommodations?
§301-10.124—When may | use premium-class other than first-class airline accommodations?

—Use of United States Flag Air Carriers

§301-10.131—What does United States mean?

§301-10.132—Who isrequired to use aU.S. flag air carrier?

§301-10.133—What isaU.S. flag air carrier?

§301-10.134—What isU.S. flag air carrier service?

§301-10.135—When must | travel using U.S. flag air carrier service?

§301-10.136—What exceptionsto the Fly AmericaAct requirements apply when | travel between the United
States and another country?

§301-10.137—What exceptions to the Fly America Act requirements apply when | travel solely outside the
United States, and a U.S. flag air carrier provides service between my origin and my destination?

§301-10.138—In what circumstancesis foreign air carrier service deemed a matter of necessity?

§301-10.139—May | travel by aforeign air carrier if the cost of my ticket islessthan traveling by aU.S. flag
air carrier?

§301-10.140—May | use aforeign air carrier if the serviceis preferred by or more convenient for my agency
or me?

§301-10.141—Must | provide any special certification or documentsif | use aforeign air carrier?

§301-10.142—What must the certification include?

§301-10.143—What ismy liability if | improperly use aforeign air carrier?

—Train
§301-10.160—What classes of train accommodations are available?
§301-10.161—What class of train accommodations must | use?
§301-10.162—When may | use first-class train accommodations?
§301-10.163—What is an extra-fare train?
§301-10.164—When may | use extra-fare train service?

—Ship
§301-10.180—Must | travel by aU.S. flag ship?
§301-10.181—What is my liability if | improperly use aforeign ship?
§301-10.182—What classes of ship accommodations are available?
§301-10.183—What class of ship accommodations must | use?

—L ocal Transit System
§301-10.190—When may | use alocal transit system (bus, subway, or streetcar)?

Subpart C—Government Vehicle
§301-10.200—What types of Government vehicles may my agency authorize me to use?
§301-10.201—For what purposes may | use a Government vehicle other than a Government aircraft?
§301-10.202—What is my liability for unauthorized use of a Government vehicle?

—Government Automobiles
§301-10.220—What requirements must | meet to operate a Government automobile for official travel?

—Government Aircraft
§301-10.260—When may | use a Government aircraft for travel ?
§301-10.261—What requirements must | meet to operate a Government aircraft?



Chapter 301—Temporary Duty (TDY) Travel Allowances CONTENTS

§301-10.262—What ismy liability for unauthorized use of a Government aircraft?

Subpart D—Privately Owned Vehicle (POV)

§301-10.300—When may | use a POV for officia travel?

§301-10.301—How do | compute my mileage reimbursement?

§301-10.302—How do | determine distance measurements for my travel?

§301-10.303—What am | reimbursed when use of a POV isdetermined by my agency to be advantageousto
the Government?

§301-10.304—What expenses are allowable in addition to the allowances prescribed in §301-10.303?

§301-10.305—How is reimbursement handled if another person(s) travelsin a POV with me?

§301-10.306—What will be reimbursed if | am authorized to use aPOV instead of ataxi for round-trip travel
between my residence and office on aday of travel requiring an overnight stay?

§301-10.307—What will | be reimbursed if | use a POV to transport other employees?

§301-10.308—What will | be reimbursed if | park my POV at acommon carrier terminal while | am away
from my official station?

§301-10.309—What will | bereimbursed if | am authorized to use common carrier transportation and | use a
POV instead?

§301-10.310—What will | be reimbursed if | am authorized to use a Government automobile and | use a
privately owned automobile instead?

Subpart E—Special Conveyances
§301-10.400—What types of special conveyances may my agency authorize me to use?
§301-10.401—What types of charges are reimbursable for use of a special conveyance?
§301-10.402—What will | be reimbursed if | am authorized to use a special conveyance and | use a POV
instead?
8301-10.403—What is the difference between a Government aircraft and an aircraft hired as a special
conveyance?

—Taxicabs, Shuttle Services, or Other Courtesy Transportation
§301-10.420—When may | use ataxi or shuttle service?
§301-10.421—How much will my agency reimburse me for atip to ataxi, shuttle service, or courtesy
transportation driver?

—Rental Automobiles
8301-10.450—When can | use arental vehicle?
§301-10.451—May | be reimbursed for the cost of collision damage waiver (CDW) or theft insurance?
§301-10.452—May | be reimbursed for personal accident insurance?
§301-10.453—What ismy liability for unauthorized use of arental automobile obtained with Government
funds?

Part 301-11—Per Diem Expenses

Subpart A—General Rules
§301-11.1—When am | eligible for an allowance (per diem or actual expense)?
§301-11.2—Will | be reimbursed for per diem expenses if my official travel is 12 hours or less?
§301-11.3—Must my agency pay an alowance (either a per diem allowance or actual expense)?
§301-11.4—May | be reimbursed actual expense and per diem on the same trip?
§301-11.5—How will my per diem expenses be reimbursed?
§301-11.6—Where do | find maximum per diem and actual expense rates?
§301-11.7—What determines my maximum per diem reimbursement rate?
§301-11.8—What isthe maximum per diem rate | will receiveif lodging isnot availableat my TDY location?
§301-11.9—When does per diem or actual expense entitlement start/stop?
§301-11.10—Am | required to record departure/arrival dates and times on my travel claim?
§301-11.11—How do | make my lodging reservations?
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§301-11.12—How does the type of lodging | select affect my reimbursement?

§301-11.13—How does sharing a room with another person affect my per diem reimbursement?

§301-11.14—How is my daily lodging rate computed when | rent lodging on a long-term basis?

§301-11.15—What expenses may be considered part of the daily lodging cost when | rent on along-term
basis?

§301-11.16—What reimbursement will | receiveif | prepay my lodging expenses and my TDY is curtailed,
canceled or interrupted for official purposes or for other reasons beyond my control that are
acceptable to my agency?

§301-11.17—If my agency authorizes per diem reimbursement, will it reduce my M&IE allowance for a
meal (s) provided by a common carrier or for acomplimentary meal(s) provided by a hotel/motel ?

§301-11.18—What M&IE ratewill | receiveif ameal(s) isfurnished at nominal or no cost by the Government
or isincluded in the registration fee?

§301-11.19—How is my per diem calculated when | travel across the international dateline (IDL)?

§301-11.20—May my agency authorize arest period for me while | am traveling?

§301-11.21—Will | bereimbursed for per diem or actual expenseson |leave or non-workdays (weekend, legal
Federal Government holiday, or other scheduled non-workdays) while | am on official travel?

§301-11.22—Am | entitled to per diem or actual expense reimbursement if | am required to return to my
officia station on anon-workday?

§301-11.23—Arethere any other circumstances when my agency may reimburse meto return home or to my
officia station for non-workdays during a TDY assignment?

§301-11.24—What reimbursement will | receiveif | voluntarily return home or to my official station on non-
workdays during my TDY assignment?

§301-11.25—Must | provide receipts to substantiate my claimed travel expenses?

§301-11.26—How do | get a per diem rate increased?

§301-11.27—Aretaxesincluded in the lodging portion of the Government per diem rate?

8301-11.28—As atraveler on official business, am | required to pay applicable lodging taxes?

§301-11.29—Arelodging facilities required to accept a generic federal, state or local tax exempt certificate?

§301-11.30—What is my option if the Government lodging rate plus applicabl e taxes exceeds my lodging
reimbursement?

§301-11.31—Are laundry, cleaning and pressing of clothing expenses reimbursable?

§301-11.32—May | be reimbursed for an advanced room deposit in situations where alodging facility
requires the payment of a deposit, prior to the beginning of my scheduled official travel?

Subpart B—L odgings Plus Per Diem

§301-11.100—What will | be paid for lodging under Lodgings-plus per diem?
§301-11.101—What allowance will | be paid for M&IE?
§301-11.102—What isthe applicable M& | E rate?

Subpart C—Reduced Per Diem

§301-11.200—Under what circumstances may my agency prescribe a reduced per diem rate lower than the
prescribed maximum?

Subpart D—Actual Expense
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§301-11.300—When is actual expense reimbursement warranted?

§301-11.301—Who in my agency can authorize/approve my request for actual expense?
§301-11.302—When should | request authorization for reimbursement under actual expense?
§301-11.303—Wheat is the maximum amount that | may be reimbursed under actual expense?
§301-11.304—Wheat if my expenses are |ess than the authorized amount?
§301-11.305—Wheat if my actual expenses exceed the 300 percent ceiling?
§301-11.306—What expenses am | required to itemize under actual expense?
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Subpart E—Income Tax Reimbursement Allowance (ITRA), Tax Years 1993 and 1994

—General
§301-11.501—What is the Income Tax Reimbursement Allowance (ITRA)?
§301-11.502—Who is eligible to receive the ITRA?
§301-11.503—Are Federal Insurance Contribution Act (FICA) and Medicare deductions included in any
reimbursement under this part?

—Employee Responsibilities

§301-11.521—Must | file a claim to be reimbursed for the additional income taxes incurred?

§301-11.522—If | was assessed an income tax penalty and/or interest payment due to incorrect income tax
withholdings, are those payments reimbursable?

§301-11.523—What documentation must | submit to substantiate my claim?

§301-11.524—What steps must my agency take to determine my ITRA?

§301-11.525—Isthe ITRA | receive taxable income?

§301-11.526—May | receive alump sum payment of the additional tax liability on the covered ITRA inlieu
of submitting another claim?

§301-11.527—If | elect alump sum payment, how isthe ITRA paid?

§301-11.528—If | do not elect lump sum payment is there any additional reimbursement?

—Agency Responsibilities
§301-11.531—What documentation must the employee submit to substantiate a claim?
§301-11.532—How should we compute the employee's ITRA?
8301-11.533—Are tax penalty and interest payments reimbursable?
§301-11.534—What tax tables should we use to calcul ate the amount of allowable reimbursement?
§301-11.535—How should we calculate the ITRA?
8301-11.536—1Isthe ITRA reimbursement considered to be income to the employee?
§301-11.537—Are income taxes to be withheld from the ITRA?
§301-11.538—May we offer alump sum payment to cover the income tax liability on the covered ITRA?
8301-11.539—1If the employee does not elect alump sum payment, how is the tax on the ITRA calculated?
§301-11.540—How do we handle any excess payment?

Subpart F—Income Tax Reimbursement Allowance (ITRA), Tax Years 1995 and Ther eafter

—General
8301-11.601—What is the Income Tax Reimbursement Allowance (ITRA)?
8301-11.602—Who is eligible to receive the ITRA?
§301-11.603—Are Federal Insurance Contribution Act (FICA) and Medicare deductions included in any
reimbursement under this part?

—Employee Responsibilities

§301-11.621—Must | file aclaim to be reimbursed for the additional income taxes incurred?

§301-11.622—1If | was assessed an income tax penalty and/or interest payment due to incorrect income tax
withholdings, are those payments reimbursable?

§301-11.623—What documentation must | submit to substantiate my claim?

§301-11.624—What steps must my agency take to determine my ITRA?

§301-11.625—Isthe ITRA | receive taxable income?

§301-11.626—May | receive alump sum payment of the additional tax liability on the covered ITRA inlieu
of submitting another claim?

§301-11.627—If | elect alump sum payment, how isthe ITRA paid?

§301-11.628—If | do not elect lump sum payment is there any additional reimbursement?

—Agency Responsibilities
§301-11.631—What documentation must the employee submit to substantiate a claim?
§301-11.632—How should we compute the employee's ITRA?
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§301-11.633—Are tax penalty and interest payments reimbursable?

§301-11.634—Wheat tax tables should we use to calculate the amount of allowable reimbursement?

§301-11.635—How should we calculate the ITRA?

§301-11.636—Isthe ITRA reimbursement considered to be income to the employee?

§301-11.637—Are income taxes to be withheld from the ITRA?

§301-11.638—May we offer alump sum payment to cover the income tax liability on the covered ITRA?

§301-11.639—If the employee does not elect alump sum payment, how isthe tax on the ITRA
reimbursement calculated?

§301-11.640—How do we handle any excess payment?

Part 301-12—Miscellaneous Expenses
§301-12.1—What miscellaneous expenses are reimbursable?
§301-12.2—What baggage expenses may my agency pay?

Part 301-13—Travel of an Employee With Special Needs
8301-13.1—What isthe policy for paying additional travel expensesincurred by an employee with a special
need?
8301-13.2—Under what conditions will my agency pay for my additional travel expense(s) under this part?
8§301-13.3—What additional travel expenses may my agency pay under this part?
Part 301-30—Emergency Travel
§301-30.1—What is emergency travel?
§301-30.2—What is considered to be “family” with respect to emergency travel?
§301-30.3—What should | doif | haveto interrupt or discontinue my TDY travel ?
§301-30.4—When aniillness or injury occurs on TDY, what expenses may be allowed?
§301-30.5—Are there any limitations to the payment of these expenses?

Part 301-31—Threatened L aw Enforcement/l nvestigative Employees

8§301-31.1—Why pay subsistence and transportation expenses for threatened law enforcement/investigative
employees?

8301-31.2—What is“family” with respect to threatened law enforcement/investigative employees?
8301-31.3—Are members of my family and | eligiblefor payment of subsistence and transportation expense?
8301-31.4—Must my agency pay transportation and subsistence expenses?
§301-31.5—Under what conditions may my agency pay for transportation and subsistence expenses?
§301-31.6—Where must | and/or my family obtain lodging?
§301-31.7—May my family and | occupy lodging at different locations?
§301-31.8—What transportation expenses may my agency pay?
§301-31.9—What subsistence expense may my agency pay?
§301-31.10—How will my agency pay my subsistence expenses?
§301-31.11—May my agency pay me a per diem allowance instead of actual expenses?
§301-31.12—Must | keep track of my expenses?
§301-31.13—How long may my agency pay for subsistence expenses under this part?
8§301-31.14—May | receive atravel advance for transportation and/or subsistence expenses?
§301-31.15—What documentation must | provide for reimbursement?
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Chapter 301—Temporary Duty (TDY) Travel Allowances

Part 301-1—Applicability

§301-1.3

Authority: 5U.S.C. 5707.

PART 301-1—APPLICABILITY

§301-1.1 What isan “agency” for purposes of TDY

allowances?

An agency includes

But does not include

An Executive agency, as
definedin 5 U.S.C. 105
(except for Government-
Controlled Corporations,
i.e., mixed ownership
Government Corporation as
definedin 31 U.S. C. 9101)

A military department

An office, agency or other
establishment in the
legidlative branch

The Government of the
District of Columbia

A Government-controlled
corporation

A Member of Congress

An office or committee of
either House of Congressor
of the two Houses

An office, agency or other
establishmentinthejudicia
branch

§301-1.2 What isan “employee” for purposesof TDY

allowances?
An“employee’ is.

(d) An individual employed by an agency, regardless of
status or rank; or

(b) Anindividua employed intermittently in Government
service as an expert or consultant and paid on a daily when-
actually-employed (WAE) basis; or

(c) Anindividual serving without pay or at $1 ayear (also
referred to as “invitational traveler”).

8301-1.3 Whoiise€ligiblefor TDY allowances?

This chapter covers the following individuals:

() Employeestraveling on officia business;

(b) Interviewees performing pre-employment interview
travel;

(c) Employees who must interrupt official business travel
to perform emergency travel as a result of an incapacitating
illness or injury or a persona emergency situation; and

(d) Threatened law enforcement/investigative employees
and members of their family temporarily relocated to safe-
guard their lives because of a threat resulting from the
employee’s assigned duties.
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Chapter 301—Temporary Duty (TDY) Travel Allowances
Part 301-2—General Rules

§301-2.5

PART 301-2—GENERAL RULES

Authority: 5U.S.C. 5707; 31 U.S.C. 1353;
49 U.S.C. 40118.

8301-2.1 Must | have authorization to travel?

Yes, generally you must have written or electronic autho-
rization prior to incurring any travel expense. If it isnot prac-
ticable or possible to obtain such authorization prior to travel,
your agency may approve a specific authorization for reim-
bursement of travel expenses after travel is completed. How-
ever, written or electronic advance authorization is required

for itemsin §301-2.5(c), (i), (n), and (o) of this part.

§301-2.2 What travel expenses may my agency pay?

Your agency may pay only those expenses essential to the
transaction of official business, which include:

(a) Transportation expenses as provided in Part 301-10 of
this chapter;

(b) Per diem expenses as provided in Part 301-11 of this
chapter;

(c) Miscellaneous expenses as provided in Part 301-12 of
this chapter; and

(d) Travel expenses of an employee with special needs as
provided in Part 301-13 of this chapter.

§301-2.3 What standard of caremust | usein incurring
travel expenses?
You must exercisethe same carein incurring expenses that
aprudent person would exerciseif traveling on personal busi-
ness.

§301-2.4 For what travel expensesam | responsible?
You are responsible for expenses over the reimbursement
limits established in this chapter. Your agency will not pay for

excess costs resulting from circuitous routes, delays, or lux-
ury accommaodations or services unnecessary or unjustifiedin
the performance of official business.

§301-2.5 What travel arrangementsrequire specific
authorization or prior approval?

You must have a specific authorization or prior approval
for:

(a) Use of premium-class service on common carrier trans-
portation;

(b) Use of aforeign air carrier;

(c) Useof reduced faresfor group or charter arrangements,

(d) Use of cash to pay for common carrier transportation;

(e) Use of extra-fare train service,

(f) Travel by ship;

(g) Use of arenta car;

(h) Use of a Government aircraft;

(i) Payment of areduced per diem rate;

(1) Payment of actual expense;

(k) Travel expensesrelated to emergency travel;

() Transportation expenses related to threatened law
enforcement/investigative employees and members of their
families;

(m) Travel expensesrelated to travel to aforeign areg;

(n) Acceptance of payment from a non-Federal source for
travel expenses, see Chapter 304 of this subtitle; and

(o) Travel expenses related to attendance at a conference.

Note to 8§301-2.5: Paragraphs (c), (i), (n), and (0) of this
section require awritten or electronic advance authorization.
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Chapter 301—Temporary Duty (TDY) Travel Allowances
Part 301-10—Transportation Expenses

§301-10.107

PART 301-10—TRANSPORTATION EXPENSES

Authority: 5 U.S.C. 5707; 40 U.S.C. 486(c);
49 U.S.C. 40118.

Subpart A—General

§301-10.1 Am | €eligiblefor payment of transportation
expenses?
Yes, when performing official travel, including loca
travel.

§301-10.2 What expenses are payable astransportation?
Fares, rental fees, mileage payments, and other expenses
related to transportation.

§301-10.3 What methods of transportation may my

agency authorize meto use?

Your agency may authorize:

(8) Common carrier transportation (e.g., aircraft, train,
bus, ship, or local transit system) under Subpart B;

(b) Government vehicle under Subpart C;

(c) POV under Subpart D; or

(d) Specia conveyance (e.g., taxi or commercial automo-
bile) under Subpart E.

8301-10.4 How does my agency select the method of
transportation to be used?

Your agency must select the method most advantageous to
the Government, when cost and other factors are considered.
Under 5 U.S.C. 5733, travel must be by the most expeditious
means of transportation practicable and commensurate with
the nature and purpose of your duties. In addition, your
agency must consider energy conservation, total cost to the
Government (including costs of per diem, overtime, lost
worktime, and actual transportation costs), total distancetrav-
eled, number of points visited, and number of travelers.

§301-10.5 What are the presumptions asto the most
advantageous method of transportation?

(&) Common carrier. Travel by common carrier is pre-
sumed to be the most advantageous method of transportation
and must be used when reasonably available.

(b) Government automobile. When your agency deter-
mines that your travel must be performed by automobile, a
Government automobileis presumed to be the most advanta
geous method of transportation.

§301-10.6 What ismy liability if | do not travel by the
selected method of transportation?
If you do not travel by the method of transportation
required by regulation or selected by your agency, any addi-
tional expenses you incur will be borne by you.

§301-10.7 How should | route my travel?

You must travel to your destination by the usualy traveled
route unless your agency authorizes or approves a different
route as officially necessary.

§301-10.8 What ismy liability if, for personal
convenience, | travel by an indirect route or interrupt
travel by a direct route?

Your reimbursement will be limited to the cost of travel by
adirect route or on an uninterrupted basis. You will be respon-
sible for any additional costs.

Subpart B—Common Carrier Transportation

§301-10.100 What types of common carrier
transportation may | be authorized to use?
You may be authorized to use airline, train, ship, bus, or
locdl transit system.

Airline

§301-10.106 What arethe basic requirementsfor using

airlines?

The requirements for using airlines fall into three catego-
ries.

(a) Using contract carriers, when available;

(b) Using coach class service, unless premium class or
first-class service is authorized;

(c) Using U.S. flag air carrier or (ship) service, unless use
of foreign air carrier or (ship) isauthorized.

Use of Contract City-Pair Fares

§301-10.107 When must | use a contract city-pair fare?

You must always use acontract city-pair farefor scheduled
air passenger transportation service, (an Internet list of city-
pairsisavailable at http://pub.fss.gsa.gov/service/citypairs),
if you are a civilian employee of an agency (see §301-1.1 of
this chapter), unless one or more of the following conditions
exist(s):

(a) Space or a scheduled contract flight is not available in
time to accomplish the purpose of your travel, or use of con-
tract service would require you to incur unnecessary over-
night lodging costs which would increase the total cost of the
trip; or

(b) The contractor’s flight schedule is inconsistent with
explicit policies of your Federa department or agency with
regard to scheduling travel during normal working hours; or

(c) A non-contract carrier offers a lower fare available to
the general public, the use of which will result in alower total
trip cost to the Government, to include the combined costs of
transportation, lodging, meals, and related expenses.
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Note to paragraph (c): This exception does not apply if
the contract carrier offers a comparable fare and has seats

availableat that fare, or if thelower fare offered by anon-con-
tract carrier isrestricted to Government and military travelers
on official business and may only be purchased with a GTR,
contractor-issued charge card, or centrally billed account
(e.g., YDG MDG, ODG, VDG, and similar fares); or

(d) Rail serviceisavailable and such serviceis cost effec-
tive and consistent with mission requirements; or

(e) Smoking is permitted on the contract flight and the
nonsmoking section of theaircraft for the contract flight isnot
acceptable to you.

Note 1 to §301-10.107: Employees of the Government of
the District of Columbia are not eligible to use the contract
city-pair fares, even though they may otherwise be covered by
the Federal Travel Regulation.

Note 2 to §301-10.107: Department of Defense (DoD)
groups of 21 or more passengers may request contract service
on an optional basis. Contract carriers may, but are not
required, to furnish service to such groups.

§301-10.108 What requirements must be met to use a
non-contract fare?
Before purchasing a non-contract fare—
(a) You must—
(1) Meet one of the requirements for exceptions listed
in §301-10.107; and
(2) If the non-contract fareis non-refundable, restricted
or has specific eligibility requirements, you must know or rea-
sonably anticipate, based on your planned trip, that you will
use the ticket.
(b) Your agency must determine that the proposed non-
contract transportation is practical and cost effective for the
Government.

§301-10.109 What ismy liability for unauthorized use of
anon-contract carrier when contract serviceis
availableand | do not meet one of the exceptions for
required use?

Any additional costs or penaltiesincurred by you resulting
from unauthorized use of non-contract service are borne by
youl.

§301-10.110 May | usecontract passenger transportation
servicefor personal travel?
No.

§301-10.111 When may | use areduced group or charter
fare?
You may use a reduced group or charter fare when your
agency has determined, on an individual case basis prior to
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your travel, that use of such afareiscost effective. Chartered
aircraft are subject to the same rules as Government aircraft,
and agencies in the executive branch of the Federal Govern-
ment are subject to the requirements of Office of Management
and Budget (OMB) Circular A-126 and 41 CFR part 101-37
in making such cost effectiveness determinations.

§301-10.112 What must | do when different airlines
furnish the same service at different fares?

When there is no contract fare, and common carriers fur-
nish the same service at different fares between the same
pointsfor the sametype of accommodations, you must usethe
lowest cost service unlessyour agency determinesthat the use
of higher cost service is more advantageous to the Govern-
ment.

§301-10.113 What must | doif | change or do not usea
common carrier reservation?

If you know you will change or not use your reservation,
you must take action to change or cancel it as prescribed by
your agency. Also, you must report all changes of your reser-
vation according to your agency’s procedures in an effort to
prevent losses to the Government. Failure to do so may sub-
ject you to liability for any resulting losses.

§301-10.114 What must | do with unused Gover nment
Transportation Request(s) (GTR(s), ticket(s) or refund
application(s)?

You must submit any unused GTR(s), unused ticket cou-
pons, unused e-tickets, or refund applications to your agency
in accordance with your agency’s procedures.

§301-10.115 Am | authorized toreceivearefund or credit
for unused transportation?

No. You are not authorized to receive a refund, credit, or
any other negotiable document from a carrier for unfurnished
services (except asprovided in §301-10.117) or any portion of
an unused ticket issued in exchange for aGTR or billed to an
agency’s centrally billed account. However, any charges
billed directly to your individually billed Government charge
card should be credited to your account.

§301-10.116 What must | dowith compensation an airline
givesmeif it deniesme a seat on a plane?

If you are performing official travel and a carrier denies
you a confirmed reserved seat on a plane, you must give your
agency any payment you receive for liquidated damages. You
must ensure the carrier shows the “Treasurer of the United
States” as payee on the compensation check and then forward
the payment to the appropriate agency official.
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§301-10.117 May | keep compensation an airlinegivesme
for voluntarily vacating my seat on my scheduled
airline flight when the airline asks for volunteers?
Yes:

() If voluntarily vacating your seat will not interfere with
performing your official duties; and

(b) If additional travel expenses, incurred as a result of
vacating your seat, are borne by you and are not reimbursed,;
but

(c) If volunteering delays your travel during duty hours,
your agency will charge you with annual leave for the addi-
tional hours.

Airline Accommodations

§301-10.121 What classes of airline accommodationsare
available?

(a) Coach-class—The basic class of accommodations
offered to travelers that is available to all passengers regard-
less of fare paid. Thisterm applies when an airline offerstwo
or more classes of accommodations, which includestourist or
economy.

(b) Premium-class—Any class of accommodations above
coach, e.g., first or business.

(c) First-class—The highest class of accommodationson a
multiple-class airline flight. When an airline flight only has
two classes of accommodations, the higher-class, regardless
of the term used for that class, is considered to be first class.

(d) Premium-class other than first-class—Any class of
accommodations between coach-class and first-class,
e.g., business-class.

(e) Sngle-class—This term applies when an airline offers
only one class of accommodation to all travelers.

8301-10.122 What class of airline accommodations must

| use?

For official business travel, both domestic and interna-
tional, you must use coach-class accommodations, except as
provided under §8301-10.123 and 301-10.124.

§301-10.123 When may | usefirst-classairline
accommodations?

Only when your agency specifically authorizes/approves
your use of first-class accommodations under paragraphs (a)
through (d) of this section.

(a) No other coach-class or premium-class other than first-
class accommodation is reasonably available. “Reasonably
available” means available on an airline that is scheduled to
leave within 24 hours of your proposed departure time, or
scheduled to arrive within 24 hours of your proposed arrival
time.

(b) When use of first-classis hecessary to accommodate a
disability or other special need. A disability must be substan-

tiated in writing by a competent medical authority. A specia
need must be substantiated in writing according to your
agency’s procedures. If you are authorized under
§301-13.3(a) of this chapter to have an attendant accompany
you, your agency also may authorize the attendant to usefirst-
class accommodations if you require the attendant’s services
en route.

(c) When exceptional security circumstances require first-
class travel. Exceptional security circumstances are deter-
mined by your agency and include, but are not limited to:

(1) Use of other than first-class accommodations would
endanger your life or Government property;

(2) You are an agent on protective detail and you are
accompanying an individual authorized to use first-class
accommodations; or

(3) You are a courier or control officer accompanying
controlled pouches or packages.

(d) When required because of agency mission.

Note to §301-10.123: You may upgrade to first-class at
your personal expense, including through redemption of fre-
quent flyer benefits.

§301-10.124 When may | use premium-class other than
first-class airline accommodations?

Only when your agency specifically authorizes/approves
your use of such accommodations under paragraphs (a)
through (i) of this section.

(a) Regularly scheduled flights between origin/destination
points (including connecting points) provide only premium-
class accommodations and you certify such on your voucher;
or

(b) No space is available in coach-class accommodations
in time to accomplish the mission, which isurgent and cannot
be postponed; or

(c) When use of premium-class other than first-class
accommodationsisnecessary to accommodate your disability
or other special need. Disability must be substantiated in writ-
ing by a competent medical authority. Special heed must be
substantiated in writing according to your agency’s proce-
dures. If you are authorized under §301-13.3(a) of thischapter
to have an attendant accompany you, your agency also may
authorize the attendant to use premium-class other than first-
class accommodations if you require the attendant’s services
en route; or

(d) Security purposes or exceptional circumstances as
determined by your agency make the use of premium-class
other than first-class accommodations essential to the suc-
cessful performance of the agency’s mission; or

(e) Coach-class accommodations on an authorized/
approved foreign air carrier do not provide adequate sanita-
tion or health standards; or
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(f) Theuseresultsin an overall cost savingsto the Govern-
ment by avoiding additional subsistence costs, overtime, or
lost productive time while awaiting coach-class accommoda-
tions; or

(9) Your transportation costs are paid in full through
agency acceptance of payment from a non-federal source in
accordance with Chapter 304 of thistitle; or

(h) Wherethe origin and/or destination are OCONUS, and
the scheduled flight time, including stopovers and change of
planes, isin excess of 14 hours. (In thisinstance you will not
beeligiblefor arest stop en route or arest period upon arrival
at your duty site.); or

(i) When required because of agency mission.

Note to §301-10.124: You may upgrade to premium-class
other than first-class at your personal expense, including
through redemption of frequent flyer benefits.

Use of United Sates Flag Air Carriers

§301-10.131 What does United States mean?

For purposes of the use of United States flag air carriers,
“United States” means the 50 states, the District of Columbia,
and the territories and possessions of the United States
(49 U.S.C. 40102).

§301-10.132 Whoisrequired tousea U.S. flag air
carrier?
Anyone whose air travel is financed by U.S. Government
funds, except as provided in §§301-10.135, 301-10.136, and
301-10.137.

8§301-10.133 What isa U.S. flag air carrier?

An air carrier which holds a certificate under
49 U.S.C. 41102 but does not include a foreign air carrier
operating under a permit.

§301-10.134 What isU.S. flag air carrier service?

U.S. flag air carrier service is service provided on an air
carrier which holds a certificate under 49 U.S.C. 41102 and
which service is authorized either by the carrier’s certificate
or by exemption or regulation. U.S. flag air carrier service
also includes service provided under a code share agreement
with aforeign air carrier in accordance with Title 14, Code of
Federal Regulations when the ticket, or documentation for an
electronic ticket, identifiesthe U.S. flag air carrier’s designa-
tor code and flight number.

§301-10.135 When must | travel using U.S. flag air
carrier service?
You are required by 49 U.S.C. 40118, commonly referred
toasthe“Fly AmericaAct,” touseU.S. flag air carrier service
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for al air travel funded by the U.S. Government, except as
provided in §8301-10.136 and 301-10.137 or when one of the
following exceptions applies:

() Use of aforeign air carrier is determined to be a matter
of necessity in accordance with §301-10.138; or

(b) Thetransportation is provided under abilateral or mul-
tilateral air transportation agreement to which the United
States Government and the government of a foreign country
are parties, and which the Department of Transportation has
determined meetsthe requirements of the Fly AmericaAct; or

(c) You are an officer or employee of the Department of
State, United States Information Agency, United States Inter-
national Development Cooperation Agency, or the Arms
Control Disarmament Agency, and your travel is paid with
funds appropriated to one of these agencies, and your travel
is between two places outside the United States; or

(d) No U.S. flag air carrier provides service on aparticular
leg of the route, in which case foreign air carrier service may
be used, but only to or from the nearest interchange point on
a usually traveled route to connect with U.S. flag air carrier
service; or

(e) A U.S.flagair carrier involuntarily reroutesyour travel
on aforeign air carrier; or

(f) Serviceon aforeign air carrier would be three hours or
less, and use of the U.S. flag air carrier would at least double
your en route travel time; or

(g) When the costs of transportation are reimbursed in full
by a third party, such as a foreign government, international
agency, or other organization.

§301-10.136 What exceptionsto the Fly America Act
requirements apply when | travel between the United
Sates and another country?

The exceptions are:

(@) If aU.S. flag air carrier offers nonstop or direct service
(no aircraft change) from your origin to your destination, you
must use the U.S. flag air carrier service unless such use
would extend your travel time, including delay at origin, by
24 hours or more.

(b) If aU.S. flag air carrier does not offer nonstop or direct
service (no aircraft change) between your origin and your des-
tination, you must use aU.S. flag air carrier on every portion
of the route where it provides service unless, when compared
tousing aforeign air carrier, such use would:

(1) Increase the number of aircraft changes you must
make outside of the U.S. by 2 or more; or

(2) Extend your travel time by at least 6 hours or more;
or

(3) Require a connecting time of 4 hours or more at an
overseas interchange point.
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§301-10.137 What exceptionsto the Fly America Act
requirements apply when | travel solely outsidethe
United Sates, and a U.S. flag air carrier provides
service between my origin and my destination?

You must always use a U.S. flag carrier for such travel,
unless, when compared to using aforeign air carrier, such use
would:

(@) Increase the number of aircraft changesyou must make
en route by 2 or more; or

(b) Extend your travel time by 6 hours or more; or

(c) Require a connecting time of 4 hours or more at an
overseas interchange point.

§301-10.138 In what circumstancesisforeign air carrier
service deemed a matter of necessity?
(a) Foreign air carrier service is deemed a necessity when
serviceby aU.S. flag air carrier isavailable, but

(1) Cannot provide the air transportation needed; or

(2) Will not accomplish the agency’s mission.

(b) Necessity includes, but is not limited to, the following
circumstances:

(1) When the agency determinesthat use of aforeignair
carrier is necessary for medical reasons, including use of for-
eign air carrier service to reduce the number of connections
and possible delaysin the transportation of personsin need of
medical treatment; or

(2) When useof aforeign air carrier isrequired to avoid
an unreasonable risk to your safety and is approved by your
agency (e.g., terrorist threats). Written approval of the use of
foreign air carrier service based on an unreasonable risk to
your safety must be approved by your agency on a case by
case basis. An agency determination and approval of use of a
foreign air carrier based on athreat against aU.S. flag air car-
rier must be supported by atravel advisory notice issued by
the Federal Aviation Administration and the Department of
State. An agency determination and approval of use of afor-
eign air carrier based on athreat against Government employ-
ees or other travelers must be supported by evidence of the
threat(s) that form the basis of the determination and
approval; or

(3) When you can not purchase a ticket in your autho-
rized class of service on aU.S. flag air carrier, and a seat is
available in your authorized class of service on aforeign air
carrier.

§301-10.139 May | travel by aforeign air carrier if the
cost of my ticket islessthan traveling by aU.S. flag air
carrier?

No. Foreign air carrier service may not be used solely
based on the cost of your ticket.

§301-10.140 May | useaforeign air carrier if the service
ispreferred by or more convenient for my agency or
me?

No. You must use U.S. flag air carrier service, unless you
meet one of the exceptions in §301-10.135, 301-10.136, or
301-10.137 or unless foreign air carrier service is deemed a
matter of necessity under §301-10.138.

§301-10.141 Must | provide any special certification or
documentsif | useaforeign air carrier?

Yes, you must provide a certification, as required in
§301-10.142 and any other documents required by your
agency. Your agency cannot pay your foreign air carrier fare
if you do not provide the required certification.

§301-10.142 What must the certification include?

The certification must include:

(a) Your name;

(b) The dates that you traveled;

(c) The origin and the destination of your travel;

(d) A detailed itinerary of your travel, name of the air car-
rier and flight number for each leg of the trip; and

(e) A statement explaining why you met one of the excep-
tionsin §301-10.135, 301-10.136, or 301-10.137 or acopy of
your agency’swritten approval that foreign air carrier service
was deemed a matter of necessity in accordance with
§301-10.138.

§301-10.143 What ismy liability if I improperly usea
foreign air carrier?

You will not be reimbursed for any transportation cost for
which you improperly use foreign air carrier service. If you
are authorized by your agency to use U.S. flag air carrier ser-
vice for your entire trip, and you improperly use aforeign air
carrier for any part of or the entire trip (i.e., when not permit-
ted under thisregulation), your transportation cost on the for-
eign air carrier will not be payable by your agency. If your
agency authorizes you to use U.S. flag air carrier service for
part of your trip and foreign air carrier service for another part
of your trip, and you improperly use a foreign air carrier
(i.e., when neither authorized to do so nor otherwise permit-
ted under this regulation), your agency will pay the transpor-
tation cost on the foreign air carrier for only the portion(s) of
the trip for which you were authorized to use foreign air car-
rier service. Theagency must establishinternal proceduresfor
denying reimbursement to travelers when use of aforeign air
carrier was neither authorized nor otherwise permitted under
thisregulation.
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Train

§301-10.160 What classes of train accommodations are
available?

(a) Coach-class—The basic class of accommodations
offered by arail carrier to passengers that includes a level of
service available to all passengers regardless of the fare paid.
Coach-classincludesreserved coach accommodationsaswell
as sdumber coach accommodations when overnight train
travel isinvolved.

(b) Sumber coach—I ncludes slumber coach accommoda-
tions on trains offering such accommodations, or the lowest
level of dleeping accommodations available on a train that
does not offer slumber coach accommodations.

(c) First-class—I ncludes bedrooms, roomettes, club ser-
vice, parlor car accommodations, or other premium accom-
modations.

(d) Business class—A class of service offered on Amtrak
Acela or Metroliner extrafare train service.

§301-10.161 What class of train accommodations must |
use?
You must use coach-class accommodations for all train
travel, except when your agency authorizesfirst-classservice.

§301-10.162 When may | usefirst-classtrain
accommodations?

Only when your agency specifically authorizes/approves
your use of firs-class train accommodations under
paragraphs (@) through (d) of this section.

(a) No coach-class accommodations are reasonably avail-
able. “Reasonably available’” means available and scheduled
toleavewithin 24 hours of the employee’s proposed departure
time, or scheduled to arrive within 24 hours of the employee's
proposed arrival time.

(b) When use of first-class is necessary to accommodate a
disability or other special need. A disability must be substan-
tiated in writing by competent medical authority. A special
need must be substantiated in writing according to your
agency’s procedures. If you are authorized under
§301-13.3(a) of this chapter to have an attendant accompany
you, your agency al so may authorize the attendant to usefirst-
class accommodations if you require the attendant’s services
en route.

(c) When exceptional security circumstances require first-
class travel. Exceptional security circumstances include, but
are not limited to:

(1) Use of other than first-class accommodations woul d
endanger your life or Government property;

(2) You are an agent on protective detail and you are
accompanying an individual authorized to use first-class
accommodations; or
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(3) You are a courier or control officer accompanying
controlled pouches or packages.

(d) Inadequate foreign coach-class train accommoda-
tions. When coach-class train accommodations on a foreign
rail carrier do not provide adequate sanitation or health stan-
dards.

§301-10.163 What isan extra-faretrain?
A train that operates at an increased fare due to the extra
performance of thetrain (i.e., faster speed or fewer stops).

§301-10.164 When may | use extra-faretrain service?

You may use extrafare train service whenever your
agency determines it is more advantageous to the Govern-
ment or isrequired for security reasons. The use of the lowest
class of service available on any AMTRAK Acela or Metro-
liner train service (including Acela Express) is deemed
advantageous to the Government and no further agency
approval is needed. On the Amtrak Acela Express or Metro-
liner train service, the lowest available class is business and
on the Amtrak Regional train service the lowest available
class of service is coach. AMTRAK Acela and Metroliner
first-class accommodations may be authorized/approved only
as provided in §301-10.162.

Ship

§301-10.180 Must | travel by a U.S. flag ship?

Yes, when aU.S. flag ship is avail able unless the necessity
of the mission requires the use of a foreign ship. (See
46 U.S.C. App. §1241.)

§301-10.181 What ismy liability if | improperly usea
foreign ship?

You are required to travel by U.S. flag ship for the entire
trip, unless use of aforeign ship has been authorized by your
agency. Any cost that is attributed to improper or unautho-
rized use of aforeign ship isyour responsihility.

§301-10.182 What classes of ship accommodationsare
available?
Accommaodations on ships vary according to deck levels.
(a) First-class—All classes above the lowest first class,
includes but is not limited to a suite.
(b) Lowest first class—The least expensive first class of
reserved accommodations available on a ship.

§301-10.183 What class of ship accommodations must |
use?

You must use the lowest first class accommodations when
traveling by ship, except when your agency specifically
authorizes/approves your use of first-class ship accommoda-
tions under paragraphs (a) through (c) of this section.
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(a) Lowest first class accommodations are not available on
the ship.

(b) When use of first-classis necessary to accommodate a
disability or other specia need. Disability must be substanti-
ated in writing by competent medical authority. Special need
must be substantiated in writing according to your agency’s
procedures. If you are authorized under §301-13.3(a) of this
chapter to have an attendant accompany you, your agency
also may authorize the attendant to use first-class accommo-
dations if you require the attendant’s services en route.

(c) When exceptional security circumstances require first-
class travel. Exceptional security circumstances include, but
are not limited to:

(1) Theuseof lowest first class accommodationswould
endanger your life or Government property; or

(2) You are an agent on protective detail and you are
accompanying an individual authorized to use first-class
accommodations; or

(3) You are a courier or control officer accompanying
controlled pouches or packages.

Local Transit System

§301-10.190 When may | usealocal transit system (bus,
subway, or streetcar)?

() To, from, and between places of work. The use of bus,
subway, or streetcar is an allowable expense for local travel
between places of business at your official station or a TDY
station, and between places of lodging and place of business
ataTDY station.

(b) To places where meals can be obtained. Where the
nature and location of the work at your TDY station are such
that meals cannot be obtained there, travel to obtain meals at
the nearest available placeisan alowable expense. You must,
however, attach a statement to your travel voucher explaining
why such travel was necessary.

Subpart C—Government Vehicle

§301-10.200 What typesof Gover nment vehiclesmay my

agency authorize meto use?

You may be authorized to use:

(& A Government automobile in accordance with
§301-10.220;

(b) A Government aircraft in accordance with
§8301-10.260 through 301-10.262 of this part; and

(c) Other type of Government vehicle in accordance with
any Government-issued rules governing its use.

§301-10.201 For what purposes may | use a Gover nment
vehicle other than a Government aircraft?
Only for official purposes which include transportation:

(a) Between places of official business;

(b) Between such places and places of temporary lodging
when public transportation is unavailable or its useisimprac-
tical;

(c) Between either paragraph (a) or (b) of this section and
restaurants, drug stores, barber shops, places of worship,
cleaning establishments, and similar places necessary for the
sustenance, comfort, or health of the employee to foster the
continued efficient performance of Government business; or

(d) As otherwise authorized by your agency under
31 U.S.C. 1344.

§301-10.202 What ismy liability for unauthorized use of

a Government vehicle?

You are responsible for any additional cost resulting from
unauthorized use of a Government vehicle and you may be
subject to administrative and/or criminal liability for misuse
of Government property.

Government Automobiles

§301-10.220 What requirementsmust | meet to operatea

Government automobilefor official travel?

You must possess a valid State, District of Columbia, or
territorial motor vehicle operator’s license and have a travel
authorization specifically authorizing the use of a Govern-
ment-furnished automobile.

Government Aircraft

§301-10.260 When may | use a Government aircr aft for
travel?
Only for official purposesinaccordancewith 41 CFR 101-
37.402.

§301-10.261 What requirementsmust | meet to operatea
Government aircraft?
You must meet the aircrew qualification and certification
reguirements contained in 41 CFR 101-37.1212.

§301-10.262 What ismy liability for unauthorized use of

a Government aircraft?

You will be personally responsible for any additional cost
resulting from unauthorized use of the aircraft as provided in
41 CFR 101-37.402 and 101-37.403, and you may be subject
to administrative and/or criminal liability for misuse of Gov-
ernment property.

Subpart D—Privately Owned Vehicle (POV)

§301-10.300 When may | usea POV for official travel?
When authorized by your agency.
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§301-10.301 How do I compute my mileage

reimbur sement?

You compute mileage reimbursement by multiplying the
distance traveled, determined under §301-10.302 of this sub-
part by the applicable mileage rate prescribed in §301-10.303
of this subpart.

8301-10.302 How do | deter mine distance measur ements
for my travel?

The distance between your origin and

If you travel by |destination is

Privately owned  |Asdetermined from aeronautical charts issued
automobile or by the Federal Aviation Administration (FAA).
privately owned

motorcycle.

Privately owned  |Asdetermined from airway chartsissued by the
aircraft. National Oceanic and Atmospheric

Administration, Department of Commerce. You
may include in your travel claim with an
explanation any additional air mileageresulting
from adetour necessary dueto adverse weather,
mechanical difficulty, or other unusual
conditions. If arequired deviation is such that
airway mileage charts are not adeguate to
determine distance, you may use the formulaof
flight time multiplied by cruising speed of the
aircraft to determine distance.

8§301-10.303 What am | reimbur sed when useof a POV is
determined by my agency to be advantageousto the
Government?

For useof a Your reimbursement is
Privately owned aircraft Actual cost of operation

(e.q., helicopter, except an (i.e, fud, ail, plus the additional
airplane). expenses listed in §301-10.304).
Privately owned airplane. 95.5 cents per mile

Privately owned automobile. 36.0 cents per mile

Privately owned motorcycle. 27.5 cents per mile

§301-10.304 What expenses are allowable in addition to
the allowances prescribed in §301-10.303?
Followingisachart listing the reimbursable and non-reim-

bursable expenses:

Non-reimbur sable expenses

Reimbur sable expensesin
addition to mileage allowance

included in the mileage
allowance

Parking fees; ferry fees; bridge,
road, and tunnel fees; and aircraft
or airplane parking, landing, and
tie-down fees.

Chargesfor repairs, depreciation,
replacements, grease, ail,
antifreeze, towage and similar
specul ative expenses, gasoline,
insurance, state and Federal taxes.

301-10-8

§301-10.305 How isreimbursement handled if another
person(s) travelsin a POV with me?

If another employee(s) travel swith you on the sametripin
the same POV, mileage is payable to only one of you. No
deduction will be made from your mileage allowance if other
passengers contribute to defraying your expenses.

§301-10.306 What will bereimbursed if | am authorized
tousea POV instead of ataxi for round-trip travel
between my residence and office on a day of travel
requiring an overnight stay?

If determined advantageous to the Government, you will
be reimbursed on a mileage basis plus other allowable costs
for round-trip travel on the beginning and/or ending of travel
between the points involved.

§301-10.307 What will | bereimbursed if | usea POV to
transport other employees?
Using a POV to transport other employeesis strictly vol-
untary and you may be reimbursed in accordance with
§301-10.305.

§301-10.308 What will I bereimbursed if | park my POV
at acommon carrier terminal whilel am away from my
official station?

Your agency may reimburse your parking fee as an alow-
able transportation expense not to exceed the cost of taxi fare
to/from the terminal.

§301-10.309 What will | bereimbursed if | am authorized
tousecommon carrier transportation and | usea POV
instead?

You will be reimbursed on a mileage basis (see
§301-10.303), plus per diem, not to exceed the total construc-
tive cost of the authorized method of common carrier trans-
portation plus per diem. Your agency must determine the
constructive cost of transportation and per diem by common
carrier under the rulesin §301-10.310.

§301-10.310 What will | bereimbursed if | am authorized
to use a Government automobileand | use a privately
owned automobile instead?

(@) Reimbursement based on Government costs—Unless
you are committed to using a Government vehicle as provided
in paragraph (b) of this section, your reimbursement will be
limited to the cost that would beincurred for use of aGovern-
ment automobile, which in CONUS is 28.5 cents per mile. If
your agency determines the cost of providing a Government
automobile would be higher because of unusua circum-
stances, it may allow reimbursement not to exceed the mile-
age rate provided in §301-10.303 for a privately owned
automobile.



Chapter 301—Temporary Duty (TDY) Travel Allowances
Part 301-10—Transportation Expenses

§301-10.420

In addition, you may be reimbursed other alowable
expenses as provided in §301-10.304.

(b) Partial reimbursement when you are committed to use
a Government owned automobile—When you are committed
to use a Government automobile or would not ordinarily be
authorized to use a privately owned automobile due to the
availability of a Government automobile, but nevertheless
request to use a privately owned automobile, you will be
reimbursed 10.5 cents per mile. Thisis the approximate cost
of operating a Government automobile, fixed costs excluded.
In addition, parking fees, bridge, road and tunnel fees are
reimbursable.

Subpart E—Special Conveyances

§301-10.400 What types of special conveyances may my

agency authorize meto use?

Your agency may authorize/approve use of

(a) Taxicabs as specified in 8§8301-10.420 through
301-10.421 of this chapter;

(b) Commercia rental automobiles as specified in
§8301-10.450 through 301-10.453 of this chapter; or

(c) Any other special conveyance when determined to be
advantageous to the Government.

§301-10.401 What types of charges arereimbursable for

use of a special conveyance?

Actual expenses that your agency determines are neces-
sary, including, but not limited to:

(a) Gasoline and ail;

(b) Rental of a garage, hangar, or boathouse;

(c) Feeding and stabling of horses;

(d) Per diem of operator; and

(e) Ferriage, talls, etc.

§301-10.402 What will | bereimbursed if | am authorized
to use a special conveyanceand | usea POV instead?
You will bereimbursed the mileage cost for the use of your

POV, and additional expenses such as parking fees, bridge,

road and tunnel fees, not to exceed the constructive cost of the

specia conveyance.

8301-10.403 What isthe difference between a
Government aircraft and an aircraft hired asa special
conveyance?

A Government aircraft isany aircraft owned, leased, char-
tered, or rented and operated by the Government. An aircraft
hired as a special conveyance is an aircraft that you, in your
private capacity, rent, lease, or charter and operate.

Taxicabs, Shuttle Services, or Other Courtesy
Transportation

§301-10.420 When may | useataxi or shuttle service?

(@) For local travel. When your agency authorizes/
approves the use of a taxi for the following, local travel is
reimbursable;

(1) Between places of business at an official or TDY
station;

(2) Between a place of lodging and a place of business
at atemporary duty station; and

(3) To obtain meals at the nearest available place where
the nature and location of thework at aTDY station are such
that meals cannot be obtained there.

(b) Toand froma carrier terminal. (1) General authori-
zation. Except as provided in paragraph (b)(2) of this section,
you will bereimbursed the usual fare plustip for use of ataxi-
cab or shuttle services in the following situations:

(i) Between acommon carrier or other terminal and
either your home or place of business at your official station,
or your place of business or lodging at a TDY station; or

(i) Between the carrier terminal and shuttle termi-
nal.

(2) Courtesy transportation. You should use courtesy
transportation service furnished by hotels/motels to the max-
imum extent possible as a first source of transportation
between aplace of lodging at the TDY station and a common
carrier terminal. You will be reimbursed for tipswhen you use
courtesy transportation service.

(3) Restrictions. When appropriate, your agency will
restrict or place amonetary limit on the amount of reimburse-
ment for the use of taxicabs under this paragraph when:

(i) Suitable Government or common carrier trans-
portation service, including shuttle service, isavailablefor all
or part of the distance involved; or

(i) Courtesy transportation service is provided by
hotel motel s between the place of lodging at the TDY station
and the common carrier terminal.

(c) Between residence and office on day you perform offi-
cial travel. In addition to use of ataxi under paragraph (b) of
this section, your agency may authorize/approve reimburse-
ment of the usual taxicab fare plustip in the following situa-
tions:

(1) From your home to your office on the day you
depart the office on an official trip requiring at least one
night’s lodging; and

(2) Fromyour officeto your homeon the day you return
to the office from your trip.

(d) Between residence and office in cases of necessity.
Your agency may authorize/approve the usual taxicab fare
plus tip for travel between your office and home when you
perform official business at your officia station and:
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(1) You are dependent on public transportation for offi-
cially ordered work outside regular working hours; and

(2) The travel between your office and home is during
hours of infrequently scheduled public transportation or dark-
ness.

§301-10.421 How much will my agency reimburse mefor
atip to ataxi, shuttle service, or courtesy
transportation driver?

An amount which your agency determines to be reason-
able.

Rental Automobiles

§301-10.450 When can | usearental vehicle?

Your agency must determine that use of arental vehicleis
advantageousto the Government and must specifically autho-
rize such use.

§301-10.451 May | bereimbursed for the cost of collision
damage waiver (CDW) or theft insurance?

(a) General rule—no. You will not be reimbursed for
CDW or theft insurance for travel within CONUS for the fol-
lowing reasons:

(1) The Government is a self-insurer.
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(2) Rental vehicles available under agreement(s) with
the Government includesfull coverageinsurancefor damages
resulting from an accident while performing official travel.

(3) Any deductible amount paid by you may be reim-
bursed directly to you or directly to the rental agency if the
damage occurred while you were performing official busi-
ness.

(b) Exception. You will be reimbursed for collision dam-
age walver or theft insurance when you travel outside
CONUS and such insuranceis necessary becausetherental or
leasing agency requirements, foreign statute, or legal proce-
dures could cause extreme difficulty for an employee
involved in an accident.

§301-10.452 May | bereimbursed for personal accident
insurance?
No. That is a personal expense and is not reimbursable.

§301-10.453 What ismy liability for unauthorized use of
arental automobile obtained with Gover nment funds?
You are responsible for any additional cost resulting from

the unauthorized use of a commercial rental automobile for

other than official travel-related purposes.
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PART 301-11—PER DIEM EXPENSES

Authority: 5U.S.C. 5707.

Subpart A—General Rules

§301-11.1 When am | €ligiblefor an allowance (per diem

or actual expense)?

When:

(@) You perform official travel away from your official sta-
tion, or other areas defined by your agency;

(b) You incur per diem expenses while performing official
travel; and

(c) You arein atravel status for more than 12 hours.

§301-11.2 Will | bereimbursed for per diem expenses if
my official travel is 12 hoursor less?
No.

§301-11.3 Must my agency pay an allowance (either aper
diem allowance or actual expense)?

Yes, unless:

(a) You perform travel to atraining event under the Gov-
ernment Employees Training Act (5 U.S.C. 4101-4118), and
you agree not to be paid per diem expenses; or

(b) You perform pre-employment interview travel, and the
interviewing agency does not authorize payment of per diem
EXpenses.

§301-11.4 May | bereimbursed actual expense and per
diem on the sametrip?

Yes, you may be reimbursed both actual expense and per
diem during a single trip, but only one method of reimburse-
ment may be authorized for any given calendar day except as
provided in §301-11.305 or 301-11.306. Your agency must
determine when the transition between the reimbursement
methods occurs.

8301-11.5 How will my per diem expenses be
reimbursed?
Per diem expenses will be reimbursed by the:
(a) Lodgings-plus per diem method,;
(b) Reduced per diem method;
(c) Conference lodging alowance
88301-74.7 and 301-74.22 of this chapter); or
(d) Actual expense method.

method  (see

§301-11.6 Wheredol find maximum per diem and actual
expenserates?
Consult thistableto find out whereto accessper diemrates
for various types of Government travel:

For per diem and actual

For travel in  |Ratesset by expense see

(a) Continental [General Services |For per diem, see applicable
United Administration FTR Per Diem Bulletins
States issued periodically by the
(CONUS) Office of Governmentwide

Policy, Office of
Transportation and Personal
Property, Travel Management
Policy, and available on the
Internet at http://
www.gsa.gov/perdiem for
actual expense, see

41 CFR 301-11.303 and
301-11.305.

(b) Non-foreign |Department of Per Diem Bulletins issued by

areas Defense (Per PDTATAC and published
Diem, Travel and |periodically in the Federal
Transportation Register or Internet at http://
Allowance www.dtic.mil/perdiem. (Rates
Committee also appear in section 925, a
(PDTATAC)) per diem supplement to the
Department of State
Standardized Regulations
(Government Civilians—
Foreign Areas).)
(c) Foreign Department of A per diem supplement to
areas State section 925, Department of

State Standardized
Regulations (Government

Civilians—Foreign Areas).

§301-11.7 What deter mines my maximum per diem
reimbursement rate?

Your TDY location determines your maximum per diem
reimbursement rate. If you arrive at your lodging location
after 12 midnight, you claim lodging cost for the preceding
calendar day. If no lodging is required, the applicable M& IE
reimbursement rate is the rate for the TDY location. (See
§301-11.102.)

§301-11.8 What isthe maximum per diem rate | will
receiveif lodgingisnot availableat my TDY location?
If lodging is not available at your TDY location, your
agency may authorize or approve the maximum per diem rate
for the location where lodging is obtained.

§301-11.9 When does per diem or actual expense
entitlement start/stop?
Your per diem or actual expense entitlement starts on the
day you depart your home, office, or other authorized point
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and ends on the day you return to your home, office or other
authorized point.

§301-11.10 Am | required to record departurefarrival
dates and times on my travel claim?

You must record the date of departure from, and arrival at,
the official station or any other place travel begins or ends.
You must show this same information for points where you
perform TDY or for a stopover or official rest stop location
when the arrival or departure affects your per diem allowance
or other travel expenses. You also should show the dates for
other points visited. You do not have to record departure/
arrival times, but you must annotate your travel claim when
your travel is more than 12 hours but not exceeding 24 hours
to reflect that fact.

§301-11.11 How do I make my lodging reservations?

You must make your lodging reservations through your
agency travel management system asrequired by Part 301-50
of this chapter.

§301-11.12 How doesthetypeof lodging | select affect my
reimbur sement?

Your agency will reimburseyou for different types of lodg-
ing asfollows:

(a) Conventional lodgings. (Hotel/motel, boarding house,
etc.) You will be reimbursed the single occupancy rate.

(b) Government quarters. You will be reimbursed, as a
lodging expense, the fee or service charge you pay for use of
the quarters.

(c) Lodging with friend(s) or relative(s) (with or without
charge). You may be reimbursed for additional costs your
host incursin accommodating you only if you are ableto sub-
stantiate the costs and your agency determinesthem to berea-
sonable. You will not be reimbursed the cost of comparable
conventional lodging in the areaor aflat ““token” amount.

(d) Nonconventional lodging. You may be reimbursed the
cost of other types of lodging when there are no conventional
lodging facilities in the area (e.g., in remote areas) or when
conventional facilitiesarein short supply because of aninflux
of attendees at a special event (e.g., World's Fair or interna
tional sporting event). Such lodging includes college dormi-
tories or similar facilities or rooms not offered commercially
but made available to the public by area residents in their
homes.

(e) Recreational vehicle (trailer/camper). You may be
reimbursed for expenses (parking fees, fees for connection,
use, and disconnection of utilities, electricity, gas, water and
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sewage, bath or shower fees, and dumping fees) which may be
considered as alodging cost.

§301-11.13 How doessharingaroom with another per son
affect my per diem reimbursement?

Your reimbursement is limited to one-half of the double
occupancy rateif the person sharing the room is another Gov-
ernment employee on officia travel. If the person sharing the
room is not a Government employee on official travel, your
reimbursement is limited to the single occupancy rate.

§301-11.14 How ismy daily lodging rate computed when
| rent lodging on along-term basis?

When you obtain lodging on a long-term basis
(e.g., weekly or monthly) your daily lodging rate is computed
by dividing the total lodging cost by the number of days of
occupancy for which you are entitled to per diem, provided
the cost does not exceed the daily rate of conventional lodg-
ing. Otherwisethedaily lodging cost iscomputed by dividing
the total lodging cost by the number of days in the renta
period. Reimbursement, including an appropriate amount for
M&IE, may not exceed the maximum daily per diem rate for
the TDY location.

§301-11.15 What expenses may be considered part of the
daily lodging cost when | rent on along-term basis?
When you rent aroom, apartment, house, or other lodging

on a long-term basis (e.g., weekly, monthly), the following

expenses may be considered part of the lodging cost:

(a) Therental cost for afurnished dwelling; if unfurnished,
the rental cost of the dwelling and the cost of appropriate and
necessary furniture and appliances (e.g., stove, refrigerator,
chairs, tables, bed, sofa, television, or vacuum cleaner);

(b) Cost of connecting/disconnecting and using utilities;

(c) Cost of reasonable maid fees and cleaning charges,

(d) Monthly telephone use fee (does not include installa-
tion and long-distance calls); and,

(e) If ordinarily included in the price of ahotel/motel room
in the area concerned, the cost of special user fees(e.g., cable
TV charges and plug-in charges for automobile head bolt
heaters).

§301-11.16 What reimbursement will | receiveif | prepay
my lodging expensesand my TDY iscurtailed, canceled
or interrupted for official purposesor for other reasons
beyond my control that are acceptable to my agency?
If you sought to obtain arefund or otherwise took steps to

minimize the cost, your agency may reimburse expenses that

are not refundable, including aforfeited rental deposit.
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8301-11.17 If my agency authorizes per diem
reimbur sement, will it reducemy M & | E allowancefor
ameal(s) provided by a common carrier or for a
complimentary meal(s) provided by a hotel/motel?
No. A meal provided by acommon carrier or acomplimen-
tary meal provided by a hotel/motel does not affect your per
diem.

8301-11.18 What M& |E ratewill | receiveif ameal(s) is
furnished at nominal or no cost by the Government or
isincluded in theregistration fee?

Your M&IE rate must be adjusted for a meal(s) furnished
to you (except as provided in §301-11.17), with or without
cost, by deducting the appropriate amount shown in the chart
in this section for CONUS travel, reference Appendix B of
this chapter for OCONUS travel, or any method determined
by your agency. If you pay for ameal that has been previously
deducted, your agency will reimburse you up to the deduction
amount. The total amount of deductions made will not cause
you to receive less than the amount alowed for incidental
EXPEenses.

M&IE $31 $35 $39 $43 $47 $51
Breakfast 6 7 8 9 9 10
Lunch 6 7 8 9 11 12
Dinner 16 18 20 22 24 26
Incidentals 3 3 3 3 3 3

§301-11.19 How ismy per diem calculated when | travel
acrosstheinternational dateline (IDL)?
When you cross the IDL your actual elapsed travel time
will be used to compute your per diem entitlement rather than
calendar days.

§301-11.20 May my agency authorizearest period for me
whilel am traveling?

(a) Your agency may authorize a rest period not in excess
of 24 hours at either an intermediate point or at your destina-
tionif:

(2) Either your origin or destination point is OCONUS;

(2) Your scheduled flight time, including stopovers,
exceeds 14 hours,

(3) Travel isby adirect or usually traveled route; and

(4) Travel is by less than premium-class service.

(b) When arest stop is authorized the applicable per diem
rate is the rate for the rest stop location.

§301-11.21 Will | be reimbursed for per diem or actual
expenses on leave or non-wor kdays (weekend, legal
Federal Government holiday, or other scheduled non-
workdays) while | am on official travel?

(& In general, you will be reimbursed as long as your
travel status requires your stay to include a non-workday,

(e.g., if you are on travel through Friday and again starting
Monday you will be reimbursed for Saturday and Sunday),
however, your agency should determine the most cost effec-
tive situation (i.e., remaining in atravel status and paying per
diem or actual expensesor permitting your return to your offi-
cia station).

(b) Your agency will determine whether you will be reim-
bursed for non-workdays when you take leave immediately
(e.g., Friday or Monday) before of after the non-workday(s).

Noteto §301-11.21: If emergency travel isinvolved dueto
an incapacitating illness or injury, the rules in Part 301-30 of
this chapter govern.

§301-11.22 Am | entitled to per diem or actual expense
reimbursement if | am required toreturntomy official
station on a non-workday?

If required by your agency to return to your official station
on anon-workday, you will be reimbursed the amount allow-
ablefor return travel.

§301-11.23 Arethereany other circumstances when my
agency may reimburse meto return homeor to my
official station for non-workdaysduringa TDY
assignment?

Your agency may authorize per diem or actual expense and
round-trip transportation expenses for periodic return travel
on non-workdays to your home or officia station under the
following circumstances:

(a) The agency requires you to return to your official sta-
tion to perform official business; or

(b) The agency will redlize a substantial cost savings by
returning you home; or

(c) Periodic return travel home is justified incident to an
extended TDY assignment.

§301-11.24 What reimbursement will | receiveif |
voluntarily return home or to my official station on
non-wor kdaysduring my TDY assignment?

If you voluntarily return home or to your official station on
non-workdaysduringaTDY assignment, the maximum reim-
bursement for round trip transportation and per diem or actual
expenseis limited to what would have been alowed had you
remained at the TDY location.

§301-11.25 Must | provide receiptsto substantiate my
claimed travel expenses?

Yes, you must provide alodging receipt and either areceipt
for any authorized expenses incurred costing over $75, or a
reason acceptable to your agency explaining why you are
unable to provide the necessary receipt.
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§301-11.26 How do | get a per diem rateincreased?

If you travel to alocation where the per diem rateisinsuf-
ficient to meet necessary expenses, you may submit arequest,
containing pertinent lodging and meal cost data, through your
agency asking that the location be surveyed. Depending on
the location in question your agency may submit the survey
request to:

For CONUS For non-foreign area|For foreign area
locations locations locations

General Services Department of Department of State,
Administration, Defense, Per Diem, |Director of

Office of Travel and Allowances,
Governmentwide Transportation, State Annex 29,
Policy, Allowance Room 262,

Attn: Travel Committee Washington, DC
Management Division|(PDTATAC), 20522-2902.

(MTT), Hoffman Building #1,

\Washington, DC Room 836,

20405. 2461 Eisenhower
Ave,,
Alexandria, VA
22331-1300

§301-11.27 Aretaxesincluded in thelodging portion of
the Government per diem rate?

No. Lodging taxes paid by you are reimbursable asamis-
cellaneoustravel expenselimited to the taxes on reimbursable
lodging costs. For example, if your agency authorizes you a
maximum lodging rate of $50 per night, and you elect to stay
at a hotel that costs $100 per night, you can only claim the
amount of taxes on $50, which is the maximum authorized
lodging amount. This section is effective January 1, 1999, for
CONUS locations and effective January 1, 2000, for non-for-
eign areas. For foreign areas, lodging taxes have not been
removed from foreign per diem rates established by the
Department of State. Separate claims for lodging taxes
incurred in foreign areas are not allowed.

§301-11.28 Asatraveler on official business, am |
required to pay applicable lodging taxes?
Yes, unless exempted by the State of local jurisdiction.

§301-11.29 Arelodging facilitiesrequired to accept a
generic federal, state or local tax exempt certificate?
Exemptionsfrom taxesfor Federal travelers, and theforms

required to claim them, vary from location to location. The

GSA Travel Homepage (http://policyworks.gov/travel) lists

jurisdictionswheretax exempt certificates should be honored.

§301-11.30 What ismy option if the Gover nment lodging
rate plus applicable taxes exceeds my lodging
reimbur sement?
You may request reimbursement on an actual expense
basis, not to exceed 300 percent of the maximum per diem
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alowance. Approval of actual expensesis usualy in advance
of travel and at the discretion of your agency. (See
§301-11.302.)

§301-11.31 Arelaundry, cleaningand pressing of clothing
expenses reimbursable?

Yes. The expenses incurred for laundry, cleaning and
pressing of clothing at a TDY location are reimbursable as a
miscellaneous travel expense. However, you must incur a
minimum of 4 consecutive nightslodging on official travel to
qualify for this reimbursement. Laundry and dry cleaning
expenses have not been removed from foreign per diem rates
established by the Department of State, or from non-foreign
areaper diem rates established by the Department of Defense.
Separate claims for laundry and dry cleaning expenses
incurred in foreign areas and non-foreign areas are not
allowed.

§301-11.32 May | bereimbursed for an advanced room
deposit in situations where a lodging facility requires
the payment of a deposit, prior to the beginning of my
scheduled official travel?

Yes, your agency may reimburse you for an advance room
deposit, when such a deposit is required by the lodging facil-
ity to securearoom reservation, prior to the beginning of your
scheduled official travel. However, if you are reimbursed the
advance room deposit, but fail to perform the scheduled offi-
cial travel for reasons not acceptabl e to your agency, resulting
in forfeit of the deposit, you are indebted to the Government
for that amount and must repay it in a manner prescribed by
your agency.

Subpart B—L odgings Plus Per Diem

§301-11.100 What will | be paid for lodging under

Lodgings-plus per diem?

When travel is more than 12 hours and overnight lodging
isrequired you are reimbursed your actual lodging cost not to
exceed the maximum lodging rate for the TDY location or
stopover point.

§301-11.101 What allowance will | be paid for M&IE?
(a) Except as provided in paragraph (b) of this section,
your allowance is as shown in the following table:

When travel is Your allowanceis

More than 12 but less than 24 hours 75 percent of the

applicable M& | E rate.

24 hours or more, |The day of departure |75 percent of the

on applicable M& I E rate.
Full days of travel 100 percent of the
applicable M& | E rate.
The last day of travel |75 percent of the

applicable M&|E rate.
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(b) If you travel by ship, either commercia or Govern-
ment, your agency will determine an appropriate M& | E rate
within the applicable maximum rate allowable.

§301-11.102 What isthe applicable M& | E rate?

For days of travel which

Your applicableM & 1E
rateis

Require lodging

The M&IE rate
applicablefor the TDY
location.

Do not require
lodging, and

Travel ismorethan 12
hours but lessthan 24
hours.

The M&IE rate
applicableto the TDY
siteor thehighest M& IE
rate applicable when
multiple locations are
involved).

Travel is24 hours or
more, and you are
traveling to anew
TDY site or stopover
point at midnight.

The M&IE rate
applicable to the new
TDY site or stopover

point.

Travel is24 hours or
more, and you are
returning to your

The M&IE rate
applicable to the
previous day of travel.

official station.

Subpart C—Reduced Per Diem

§301-11.200 Under what circumstances may my agency
prescribe areduced per diem rate lower than the
prescribed maximum?

Under the following circumstances:

(a) When your agency can determinein advance that lodg-
ing and/or meal costswill belower than the per diem rate; and

(b) The lowest authorized per diem rate must be stated in
your travel authorization in advance of your travel.

Subpart D—Actual Expense

§301-11.300 When isactual expense reimbursement
warranted?

When:

(a) Lodging and/or meals are procured at a prearranged
place such as a hotel where a meeting, conference or training
session is held;

(b) Costs have escalated because of special events
(e.g., missile launching periods, sporting events, World's
Fair, conventions, natural disasters); lodging and meal
expenses within prescribed allowances cannot be obtained
nearby; and costs to commute to/from the nearby location
consume most or all of the savings achieved from occupying
less expensive lodging;

(c) Because of mission requirements; or
(d) Any other reason approved within your agency.

§301-11.301 Who in my agency can authorize/approve
my request for actual expense?
Any official designated by the head of your agency.

§301-11.302 When should | request authorization for
reimbur sement under actual expense?

Request for authorization for reimbursement under actual
expense should be made in advance of travel. However, sub-
ject to your agency’s policy, after the fact approvals may be
granted when supported by an explanation acceptabl e to your

agency.

§301-11.303 What isthe maximum amount that | may be
reimbursed under actual expense?

The maximum amount that you may be reimbursed under
actual expenseislimited to 300 percent (rounded to the next
higher dollar) of the applicable maximum per diem rate.
However, subject to your agency’s policy, a lesser amount
may be authorized.

§301-11.304 What if my expenses are less than the
authorized amount?
When authorized actual expense and your expenses are
less than the locality per diem rate or the authorized amount,
reimbursement is limited to the expenses incurred.

§301-11.305 What if my actual expenses exceed the 300
percent ceiling?
Your reimbursement is limited to the 300 percent ceiling.
Thereis no authority to exceed this ceiling.

§301-11.306 What expensesam | required to itemize
under actual expense?

You must itemize all expenses, including meals, (each
meal must beitemized separately) for which youwill bereim-
bursed under actual expense. However, expenses that do not
accrue daily (e.g., laundry, dry cleaning, etc.) may be aver-
aged over the number of days your agency authorizes/
approves actual expenses. Receipts are required for lodging,
regardless of amount and any individual meal when the cost
exceeds $75. Your agency may require receipts for other
alowable per diem expenses, but it must inform you of this
requirement in advance of travel. When your agency limits
M&IE reimbursement to either the prescribed maximum
M&IE ratefor thelocality concerned or areduced M& | E rate,
it may or may not require M&IE itemization at its discretion.

301-11-5
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Subpart E—Income Tax Reimbur sement
Allowance (ITRA), Tax Years 1993 and 1994

General

§301-11.501 What isthe Income Tax Reimbur sement
Allowance (ITRA)?
The ITRA isan allowance designed to reimburse Federal,
State and local income taxes incurred incident to an extended
TDY assignment at one location.

§301-11.502 Whois€ligibleto receivethe ITRA?

An employee (and spouse, if filing jointly) who wasin a
TDY status for an extended period at one location, and who
incurred Federal, State, or local income taxes on amounts
received as reimbursement for official travel expenses.

8301-11.503 AreFederal Insurance Contribution Act
(FICA) and Medicare deductionsincluded in any
reimbursement under thispart?

No. Reimbursement is limited to income taxes.

Employee Responsibilities

8301-11.521 Must | filea claim to bereimbursed for the
additional income taxesincurred?
Yes. A claim must be submitted in accordance with your

agency’s policy.

§301-11.522 If | was assessed an incometax penalty and/
or interest payment due to incorrect income tax
withholdings, are those paymentsreimbur sable?

Yes, for the total amount of the income tax penalty and/or
interest assessed by the IRSfor tax years 1993 and 1994 only.

8301-11.523 What documentation must | submit to
substantiate my claim?
Your agency will determine what documentation is suffi-
cient. (See 8301-11.531.)

8301-11.524 What steps must my agency taketo
determinemy ITRA?

Your agency should:

(a) Determine Federal, State and local marginal tax rates
by using the procedures and the marginal tax tables estab-
lished for the relocation income tax allowance in §302-11.7,
§302-11.8, and Appendices A, B, C and D to Part 302-17 of
thistitle; or

(b) Determine reimbursement as calculated in the illustra-
tion shown in §301-11.535.

301-11-6

8301-11.525 Isthel TRA | receivetaxable income?

Yes. The amount received must be reported as taxable
income in the year in which received, but you are eligible to
receive an allowance to cover the taxes assessed on the ITRA
under §301-11.528.

§301-11.526 May | receive alump sum payment of the
additional tax liability on the covered ITRA in lieu of
submitting another claim?

Yes, if agreed to in writing by your agency and with the
understanding that you will be responsible for any income
taxes due without further reimbursement.

§301-11.527 If | elect alump sum payment, how isthe
ITRA paid?
(@) Reimbursement is asillustrated:

Lump Sum ITRA Tax Paid to Employee
ITRA reimbursement for tax year 1993 $14,435
Federa Tax liability on ITRA Reimbursement (@ 28%) 4,042
VA State tax liability (@ 5.75%) 830
Local tax liability 0
Total reimbursement 19,307

(b) Reimbursement of the ITRA and the tax on the ITRA
isafina lump sum payment with no further reimbursement.
You will be responsiblefor any income taxes due on $19,307.

§301-11.528 I | do not elect lump sum payment isthere
any additional reimbursement?

Yes. You are reimbursed for the tax on the tax reimburse-
ment received. Your agency will calculate the tax on the tax
reimbursement using the formulas developed for the Year 2
reimbursements of the relocation income tax allowance (see
§302-11.8 of thistitle).

Agency Responsibilities

§301-11.531 What documentation must the employee
submit to substantiate a claim?

You must determine what documentation you requireto be
submitted with the employee's claim. It can include:

(a) A certified statement as prescribed in §302-17.10 of
this title or copies of completed Federal, State and local tax
return for the tax year in which the taxes were withheld and
paid.

(b) Copies of W-2'sand Form 1099's.

(c) Any documentation received from the IRS identifying
any interest or penaty payment (tax years 1993 and 1994
only).

(d) Any other documentation necessary to substantiate the
claim.
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§301-11.539

§301-11.532 How should we compute the employee's

ITRA?

You should follow the procedures prescribed for the relo-
cation income tax allowance, see §302-11.7, §302-11.8 and
Appendices A, B, C and D to Part 302-17 of this title or as
illustrated in §301-11.535.

§301-11.533 Aretax penalty and interest payments
reimbur sable?

Yes, the total amount of any penalty and interest assessed
by the IRS (for tax years 1993 and 1994 only) due to the fail-
ure of the Government to withhold the appropriate income
taxes are reimbursable.

§301-11.534 What tax tables should we useto calculate
the amount of allowable reimbur sement?
The tax tables for the year the tax was incurred are to be
used.

§301-11.535 How should we calculatethe ITRA?
(a) Usethe documents prescribed in §301-11.531 to calcu-
late the ITRA asfollows:

(1) Determine Federal, State and local margina tax
rates by using the procedures and the margina tax tables
established for the relocation income tax alowance in
§302-11.7, §302-11.8 and AppendicesA, B, C and D to
Part 302-17 of thistitle; and

(2) Add any penalty or interest for tax years 1993 or
1994 only to determine the full ITRA payment; or

(b) As calculated in the following illustration.

Example of calculating an employee’s tax return using the
marginal tax rate schedules in Appendix B to Part 302-17 of
thistitle:

For Tax Years 1993 or 1994
(Married Filing Joint Return)

Original|Recalculated
(1) Adjusted Gross Income (w/ travel reimbursement) $75,246 $75,246
(2) Subtract travel reimbursement —] (15,482)
(3) Subtract personal exemptions and itemized or standard deductions (12,689) (12,689)
(4) Adjusted taxable income 62,557 47,075
(5) Tax liahility on adjusted taxable income:
(a) Federa 17,516 *7,061
(28%) (15%)
(b) State, VA (5.75% tax bracket) 3,597 2,707
(c) Local: Not applicable 0 0
(d) Total 21,113 9,768
(6) Difference of total of column 1 minustotal of column 2:
Additional Taxes Incurred due to travel Reimbursement—$11,345
(7) Add to the tax difference:
(8) Penalty Payment imposed by IRS tax year 1993—1,500
(b) Interest Payment imposed by IRS tax year 1993—1,500
Total 6 and 7aand b = ITRA—$14,345**

*  Adjusted taxable income places employee in lower tax bracket.

** The ITRA reimbursement is taxable income for the year in which paid at the appropriate Federal, State and local income tax rates.

§301-11.536 Isthel TRA reimbursement considered tobe
income to the employee?
Yes. The ITRA reimbursement is considered taxable
income in the year paid and is subject to tax withholding as
any other income.

§301-11.537 Areincome taxesto bewithheld from the
ITRA?
Yes, as determined by your internal tax withholding proce-
duresestablished for your agency pursuant to IRS procedures.

§301-11.538 May we offer alump sum payment to cover
theincometax liability on the covered ITRA?

Yes, if the employee mutually agreesinwriting to thelump
sum payment and understands that he/she is responsible for
any income taxes without further reimbursement. (See the
illustration in §301-11.527.)

§301-11.539 If the employee doesnot elect alump sum
payment, how isthetax on the I TRA calculated?
The tax on the ITRA reimbursement should be calculated
using the Year 2 formulas developed for the relocation
income tax allowance. (See §302-11.8.)
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§301-11.540 How do we handle any excess payment?
You must collect any excess payments, which includes
issuing corrected W-2's or 1099's.

Subpart F—Income Tax Reimbur sement
Allowance (ITRA), Tax Years 1995 and
Thereafter

General

§301-11.601 What isthe Income Tax Reimbur sement
Allowance (ITRA)?
The ITRA isan allowance designed to reimburse Federal,
State and local income taxes incurred incident to an extended
TDY assignment at one location.

§301-11.602 Whoise€ligibleto receivethe ITRA?

An employee (and spouse, if filing jointly) who wasin a
TDY status for an extended period at one location and who
incurred Federal, State, or local income taxes on amounts
received as reimbursement for official travel expenses.

8301-11.603 AreFederal Insurance Contribution Act
(FICA) and Medicare deductionsincluded in any
reimbursement under thispart?

No. Reimbursement is limited to income taxes.

Employee Responsibilities

8301-11.621 Must | file a claim to bereimbursed for the
additional income taxesincurred?
Yes, a claim must be submitted in accordance with your

agency’s policy.

§301-11.622 If | was assessed an incometax penalty and/
or interest payment due to incorrect income tax
withholdings, are those paymentsreimbur sable?

No. The reimbursement of tax penalty and/or interest pay-

ment assessed by the IRS islimited by law to tax years 1993

and 1994 only.

§301-11.623 What documentation must | submit to
substantiate my claim?
Your agency will determine what documentation is suffi-
cient. (See 8301-11.631.)

8301-11.624 What steps must my agency taketo

determinemy ITRA?

Your agency should:

(a) Determine Federal, State and local marginal tax rates
by using the procedures and the marginal tax tables estab-
lished for the relocation income tax allowance in §302-11.7,

301-11-8

§302-11.8 and Appendices A, B, C and D to Part 302-17 of
thistitle; or

(b) Determine reimbursement as calculated in the illustra-
tion shown in §301-11.535.

8301-11.625 Isthel TRA | receivetaxable income?

Yes. The amount received must be reported as taxable
income in the year in which received, but you are eligible to
receive an allowance to cover the taxes assessed on the ITRA
under §301-11.628.

§301-11.626 May | receive alump sum payment of the
additional tax liability on the covered ITRA in lieu of
submitting another claim?

Yes, if agreed to in writing by your agency and with the
understanding that you will be responsible for any income
taxes due without further reimbursement.

§301-11.627 If | elect alump sum payment, how isthe
ITRA paid?
(@) Reimbursement is asiillustrated:

Lump Sum ITRA Tax Paid to Employee
ITRA reimbursement for tax year 1995 $14,435
Federa Tax liability on ITRA Reimbursement (@ 28%) 4,042
VA State tax liability (@ 5.75%) 830
Local tax liability 0
Total reimbursement 19,307

(b) Reimbursement of the ITRA and tax onthe ITRA isa
final lump sum payment with no further reimbursement. You
will be responsible for any income taxes due on $19,307.

§301-11.628 If | do not elect lump sum payment isthere
any additional reimbursement?

Yes. You are reimbursed for the tax on the tax reimburse-
ment received. Your agency will calculate the tax on the tax
reimbursement using the formulas developed for the Year 2
reimbursements of the relocation income tax allowance (see
§302-11.8 of thistitle).

Agency Responsibilities

§301-11.631 What documentation must the employee
submit to substantiate a claim?

You must determine what documentation you requireto be
submitted with the employee's claim. It may include:

(a) A certified statement as prescribed in §302-17.10 of
thistitle or acopy of the employee’s completed Federal, State
and local tax return for the tax year in which the taxes were
withheld and paid.

(b) Copies of W-2'sand Form 1099's; and

(c) Any other documentation necessary to substantiate
your claim.
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§301-11.640

§301-11.632 How should we compute the employee's

ITRA?

You should follow the procedures prescribed for the relo-
cation income tax allowance, see §302-11.7, §302-11.8 and
Appendices A, B, C and D to Part 302-17 of this title or as
illustrated in §301-11.535.

§301-11.633 Aretax penalty and interest payments
reimbur sable?
No. The reimbursement of penalty and/or interest pay-
ments assessed by the IRSislimited by law to tax years 1993
and 1994 only.

§301-11.634 What tax tables should we useto calculate
the amount of allowable reimbur sement?
The tax tables for the year the tax was incurred are to be
used.

§301-11.635 How should we calculatethe ITRA?

Use the documents prescribed in §301-11.631 to calculate
the ITRA asfollows:

(a) Determine Federal, State and local marginal tax rates
by using the procedures and the marginal tax tables estab-
lished for the relocation income tax allowance in §302-11.7,
§302-11.8 and Appendices A, B, C and D to Part 302-17 of
thistitle, or

(b) Ascalculated in the following illustration.

Example of calculating an employee’s tax return using the
marginal tax rate schedules in Appendix B to Part 302-17 of
thistitle:

For Tax Year 1995 and Thereafter
(Married Filing Joint Return)

Original|Recalculated
(1) Adjusted Gross Income (w/ travel reimbursement) $75,246 $75,246
(2) Subtract travel reimbursement —] (15,482)
(3) Subtract personal exemptions and itemized or standard deductions (12,689) (12,689)
(4) Adjusted taxable income 62,557 47,075
(5) Tax liahility on adjusted taxable income:
(a) Federal (28%) 17,516 *7,061
(15%)
(b) State, VA (5.75% tax bracket) 3,597 2,707
(c) Local: Not applicable 0 0
(d) Total 21,113 9,768
(6) Difference of total of column 1 minustotal of column 2:
Additional Taxes Incurred due to travel Reimbursement—$11,345
Total = ITRA—$11,345%*

*  Adjusted taxable income places employee in lower tax bracket.

** The ITRA reimbursement is taxable income for the year in which paid at the appropriate Federal, State and local income tax rates.

§301-11.636 Isthel TRA reimbursement considered tobe
income to the employee?
Yes. The ITRA reimbursement is considered taxable
income in the year paid and is subject to tax withholding as
any other income.

§301-11.637 Areincometaxesto be withheld from the
ITRA?
Yes, asdetermined by your internal tax withholding proce-
duresestablished for your agency pursuant to |RS procedures.

§301-11.638 May we offer alump sum payment to cover
theincometax liability on the covered ITRA?
Yes, if the employee mutually agreesin writing to the lump
sum payment and understands that he/she is responsible for

any income taxes without further reimbursement. See the
illustration in §301-11.627.

§301-11.639 If the employee does not elect alump sum
payment, how isthetax on the ITRA reimbursement
calculated?

The tax on the tax reimbursement should be calculated
using the Year 2 formulas developed for the relocation

income tax allowance. (See §302-11.8.)

§301-11.640 How do we handle any excess payment?

You must collect any excess payments, which includes
issuing corrected W-2's or 1099's.
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§301-12.2

PART 301-12—MISCELLANEOUS EXPENSES

Authority: 5U.S.C. 5707.

8301-12.1 What miscellaneous expenses are

reimbur sable?

When the following items have been authorized or
approved by your agency, they will be reimbursed as a mis-

cellaneous expense. Taxes for reimbursable lodging are
deemed approved when lodging is authorized. Examples of
such expenses include, but are not limited to the following:

General expenses Feesto obtain money

Special expenses of foreign travel

Baggage expenses as described in
§301-12.2

Services of guides, interpreters, drivers

Use of computers, printers, faxing
machines, and scanners

Services of typists, data processors, or
stenographers

Storage of property used on official
business

Hire of conference center room or hotel
room for official business

Official telephone calls/service (see
note). Faxes, telegrams, cablegrams, or
radiograms

Lodging taxes as prescribed in
§301-11.27

Laundry, cleaning and pressing of
clothing expenses as prescribed in
§301-11.31

Energy surcharge and lodging resort

fee(s) (when such feg(s) is/are not

optional)

Feesfor travelers checks

Fees for money orders

Feesfor certified checks

Transaction fees for use of automated
teller machines (ATMs)—Government
contractor-issued charge card

Commissions on conversion of foreign
currency

Passport and/or visafees

Costs of photographs for passports and
visas

Foreign country exit fees

Costs of birth, health, and identity
certificates

Charges for inoculations that cannot be
obtained through a Federal dispensary

Noteto §301-12.1: You should use Government provided
services for al official communications. When they are not
available, commercial services may be used. Reimbursement
may be authorized or approved by your agency.

§301-12.2 What baggage expenses may my agency pay?
Your agency may reimburse expenses related to baggage
asfollows:

(a) Transportation charges for authorized excess;

(b) Necessary charges for transferring baggage;

(c) Necessary charges for storage of baggage when such
charges are the result of official business;

(d) Charges for checking baggage; and

(e) Charges or tips at transportation terminals for handling
Government property carried by the traveler.
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§301-13.3

PART 301-13—TRAVEL OF AN EMPLOYEE WITH SPECIAL NEEDS

Authority: 5U.S.C. 5707.

§301-13.1 What isthe policy for paying additional travel
expensesincurred by an employeewith a special need?
To provide reasonable accommodations to an employee

with a special need by paying for additional travel expenses

incurred.

§301-13.2 Under what conditionswill my agency pay for
my additional travel expense(s) under thispart?
When an additional travel expenseis necessary to accom-

modate a special physical need which is either:

(a) Clearly visible and discernible; or
(b) Substantiated in writing by a competent medical
authority.

§301-13.3 What additional travel expenses may my
agency pay under thispart?

The following expenses:

(a) Transportation and per diem expenses incurred by a
family member or other attendant who must travel with you
to make the trip possible;

(b) Specialized transportation to, from, and/or at the TDY
duty location;

(c) Specialized services provided by a common carrier to
accommodate your specia need;

(d) Costsfor handling your baggage that are adirect result
of your special need;

(e) Renting and/or transporting a wheelchair; and

(f) Premium-class accommodations when necessary to
accommodate your special need, under Subpart B of
Part 301-10 of this chapter.

301-13-1



FEDERAL TRAVEL REGULATION

This page intentionally left blank.

301-13-2



Chapter 301—Temporary Duty (TDY) Travel Allowances
Part 301-30—Emergency Travel

§301-30.5

PART 301-30—EMERGENCY TRAVEL

Authority: 5U.S.C. 5707.

8301-30.1 What isemergency travel?

Travel which results from:

(a) Your becoming incapacitated by illness or injury not
due to your own misconduct; or

(b) The death or seriousillness of a member of your fam-
ily; or

(c) A catastrophic occurrence or impending disaster, such
asfire, flood, or act of God, which directly affects your home.

8301-30.2 What isconsidered to be* family” with respect
to emergency travel?

“Family” includes any member of your immediate family,
asdefined in 8300-3.1. However, your agency may, on acase-
by-case basis, expand this definition to include other mem-
bers of your and/or your spouse’s extended family.

8301-30.3 What should | doif | haveto interrupt or
discontinuemy TDY travel?
Contact your travel authorizing/approving official for
instructions as soon as possible.

§301-30.4 When anillnessor injury occurson TDY, what
expenses may be allowed?

Your agency may pay:

(a) Per diem at the location where you incurred or were
treated for incapacitating illness or injury for a reasonable
period of time (generally 14 calendar days). However, your
agency may pay for alonger period.

(b) Transportation and per diem expense for travel to an
alternate location to receive medical treatment.

(c) Transportation and per diem expense to return to your
official station.

(d) Transportation costs of a medically necessary atten-
dant.

§301-30.5 Arethereany limitationsto the payment of
these expenses?

Expenses are not payable when:

(a) Confined to:

(1) A medical facility within the proximity of your offi-
cia duty station.

(2) The same medica facility you would have been
admitted to if your incapacitating illness or injury occurred at
your official station.

(b) The Government provides or reimburses you for hos-
pitalization under any Federa statute (including hospitaliza-
tion in aDepartment of Veterans Affairs (VA) Medical center
or military hospital). However, per diem expenses are payable
if your hospitalization is paid under the Federal Employees
Health Benefits Program (5 U.S.C. 8901-8913).
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Part 301-31—Threatened L aw Enforcement/Investigative Employees

§301-31.12

PART 301-31—THREATENED LAW ENFORCEMENT/INVESTIGATIVE EMPLOYEES

Authority: 5U.S.C. 5707.

§301-31.1 Why pay subsistence and transportation
expensesfor threatened law enforcement/investigative
employees?

To protect a law enforcement/investigative employee and
his/her immediate family when their lives are placed in jeop-
ardy as aresult of the employee's assigned duties.

8301-31.2 What is“family” with respect to threatened
law enfor cement/investigative employees?

Generdly, “family” includes any member of your immedi-
ate family, as defined in 8300-3.1 of thistitle. However, your
agency may, on acase-hy-case basis, expand thisdefinition to
include other members of you and/or your spouse’s extended
family.

§301-31.3 Are membersof my family and | eligiblefor
payment of subsistence and transportation expense?
Yes, if you serve in a law enforcement, investigative, or

similar capacity for specia law enforcement/investigative

purposes and your agency authorizes such expenses.

§301-31.4 Must my agency pay transportation and
subsistence expenses?
No. Your agency decides when it is appropriate to pay
these expenses based on the nature of the threat against your
life and/or the life of a member(s) of your immediate family.

§301-31.5 Under what conditions may my agency pay for
transportation and subsistence expenses?
When your agency determines that a threat against you or
a member(s) of your immediate family justifies moving you
and/or your family to temporary living accommodations at or
away from your official station.

8301-31.6 Wheremust | and/or my family obtain
lodging?
Your agency designates the area where you and/or your
family should obtain lodging. It may be within your officia
station or at an alternate location.

§301-31.7 May my family and | occupy lodging at
different locations?
Yes, if authorized by your agency.

§301-31.8 What transportation expenses may my agency
pay?
Your agency may pay transportation expenses authorized
by Part 301-10 of this chapter to transport you and/or your
family to/from atemporary location.

§301-31.9 What subsistenceexpensemay my agency pay?
Only your lodging cost may be paid. However, your
agency may pay for meals and laundry/cleaning expenses if:
(a) Your temporary living accommodations do not have
kitchen or laundry facilities; or
(b) Your agency determinesthat other extenuating circum-
stances exist which necessitate payment of these expenses.

§301-31.10 How will my agency pay my subsistence
expenses?

Your agency will pay your actual subsistence expenses not
to exceed the “maximum allowable amount” for the period
you or your family occupy temporary living accommoda-
tions. The “maximum allowable amount” is the “maximum
daily amount” multiplied by the number of days you or your
family occupy temporary living accommodations not to
exceed the number of days authorized. The “maximum daily
amount” is determined by adding the rates in the following
table for you and each member of your family authorized to
occupy temporary living accommodations:

The“maximum daily amount” of per diem
expensesthat
You or your Your A member of
unaccompanied [accompanied |your family
spouse or other [spouseor a who isunder
unaccompanied |member of age 12 may
family member |your family receiveis
may receiveis |whoisagel2or
If your agency older may
authorizes receiveis
Payment of only [Themaximum [.75timesthe [.5timesthe
lodging lodging amount [maximum maximum
expenses. applicable to the |lodging amount |lodging amount
locality. applicabletothe |applicable to
locality. the locality.
Payment for Themaximum [.75timesthe [.5timesthe
lodging, meals, |per diemrate  |[maximum per |maximum per
and other per  |applicableto the |diem rate diem rate
diem expenses. |locality. applicabletothe|applicable to
locality. the locality.

§301-31.11 May my agency pay meaper diem allowance
instead of actual expenses?

No.

§301-31.12 Must | keep track of my expenses?
Yes. You must keep track of your actual expenses as
described in Part 301-11 of this chapter.
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§301-31.13 How long may my agency pay for subsistence
expenses under thispart?
Your agency may pay for subsistence expenses up to 60
days. However, your agency may pay for additional periodsif
it determines that an extension isjustified.

§301-31.14 May | receive a travel advance for
transportation and/or subsistence expenses?
Yes, you may receive atravel advance under §301-51.200
of this chapter for up to a 30-day period at a time to cover
expenses allowable. Your travel advance may not exceed the

301-31-2

maximum allowable amount authorized under §301-31.10,
and you will be required to reimburse your agency for any
portion of the advance disallowed or not spent.

§301-31.15 What documentation must | provide for
reimbur sement?

You must provide receipts or any other documentation
required by your agency. However, in instances when docu-
mentation might compromise the security of the individuals
involved, the head of the agency may waive these require-
ments.
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§301-50.3

PART 301-50—ARRANGING FOR TRAVEL SERVICES

Authority: 5 U.S.C. 5707; 40 U.S.C. 486(c).

8301-50.1 How should | arrange my travel?

If your agency providestravel management services under
a Government contract, you must use those services, to
arrange for common carrier transportation, lodging, and
rental car(s). If your agency does not provide travel manage-
ment services under aGovernment contract, you must arrange
your travel according to your agency’s policy. Services under
a Government contract may be furnished by a commercial
travel agent, electronic travel services system, or other travel
management services provider.

§301-50.2 What ismy liability if | use an unauthorized
travel agent or unauthorized travel management
system?

You are responsible for any additional costs that result
from the unauthorized use, and you are subject to any penal-
ties your agency may impose.

§301-50.3 Arethereany limitson thetravel
arrangements| may make?

Yes, there are limits on the travel arrangements you may
make for common carrier, commercial lodging, and car rental
accommodations.

() Common carrier accommodations. If your agency isa
mandatory user of the GSA city-pair fare contract for air pas-
senger transportation, you must use the contract carrier,
unless you have an approved exemption as cited in
88301-10.107 and 301-10.108 of this chapter.

(b) Lodging accommodations. You should always stay ina
“fire safe” facility. Thisisafacility that meetsthe fire safety
reguirements of the Hotel and Motel Fire Safety Act of 1990,

asamended (see 5 U.S.C. 5707a). When selecting a commer-
cia lodging facility, first consideration must be given to the
commercia lodging facilities contracted by GSA under the
Federal Premier Lodging Program (FPLP) that meet the fire
safety requirements, where available, unless one or more of
the following conditions exist. (A list of FPLP facilities may
be found at http://policyworks.gov/perdiem). If a FPLP facil-
ity is not available in the location you need, your agency’s
designated TMS must provide you with alist of aternative
facilities that meet the fire safe requirements of the Act.

(1) There are no FPLP facilitiesunder contract within a
reasonable proximity of your temporary duty location;

(2) There are no vacancies at the available FPLP facil-
ities;

(3) Your agency has other contractual arrangements
with commercial lodging facilities that meet the FEMA fire
safe requirements;

(4) Your agency determineson acase-by-case basisthat
it is not practical to use FPLP facilities to meet mission
requirements,

(5) You are attending a conference with prearranged
lodging accommodations and to ensure that the set aside
roomsare used attendees arerequired to book lodging directly
with the lodging facility; or

(6) Your travel is OCONUS.

(c) Rental vehicles. When authorized to use a rental vehi-
cle under 8301-10.450 of this chapter, you must rent avehicle
from a vendor that participates in the Military Traffic Man-
agement Command (MTM C) Government Car Rental Agree-
ment, unless you are OCONUS, and no agreement isin place
for your TDY location. MTMC has negotiated rental car
agreements that include automatic unlimited mileage, colli-
sion damage insurance and fixed rates.
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§301-51.100

PART 301-51—PAYING TRAVEL EXPENSES

Authority: 5U.S.C 5707. Subpart A isissued under the
authority of Sec. 2, Pub. L. 105-264, 112 Stat. 2350
(5 U.S.C. 5701 note); 40 U.S.C. 486(c).

Noteto Part 301-51: Use of the pronouns*“I1”, “you”, and
their variants throughout this part refers to the employee.

Subpart A—General

§301-51.1 What istherequired method of payment for
official travel expenses?
You are required to use the Government contractor-issued
travel charge card for all official travel expenses unless you
have an exemption.

§301-51.2 What official travel expenses and/or classes of
employees are exempt from the mandatory use of the
Government contractor-issued travel charge card?
The Administrator of General Services exempts the fol-

lowing from the mandatory use of the Government contrac-

tor-issued travel charge card:

(a) Expensesincurred at a vendor that does not accept the
Government contractor-issued travel charge card,;

(b) Laundry/dry cleaning;

(c) Parking;

(d) Local transportation system;

(e) Taxi;

(f) Tips;

(9) Medls (when use of the card isimpractical, e.g., group
meal s or the Government contractor-issued travel charge card
is not accepted);

(h) Phone calls (when a Government calling card is avail-
able for use in accordance with agency policy);

(i) An employee who has an application pending for the
travel charge card,

() Individuals traveling on invitational travel;

(K) New appointees,

() Relocation alowances prescribed in Chapter 302 of
this title, except en-route travel and househunting trip
expenses; and

(m) Employees who travel 5 times or less a year. Even
though exempt, agencies have the discretion to issue atravel
charge card to such an employee.

§301-51.3 Who in my agency hasthe authority to grant
exemptions from the mandatory use of the
Government contractor-issued travel charge card?
The head of your agency or hig’her designee(s) has (have)

the authority to grant exemptions from the mandatory use of

the Government contractor-issued travel charge card.

§301-51.4 If my agency grants an exemption, does that
prevent mefrom using the card on a voluntary basis?
No, an exemption from use would not prevent you from

using the Government contractor-issued travel charge card on

avoluntary basisin accordance with your agency’s policy.

§301-51.5 How may | pay for official travel expensesif |
receive an exemption from use of the Gover nment
contractor-issued travel charge card?

If you receive an exemption from use of the Government
contractor-issued travel charge card, your agency may autho-
rize one or a combination of the following methods of pay-
ment:

(@) Personal funds, including cash or personal charge card;

(b) Travel advances; or

(c) Government Transportation Request (GTR).

Note to §301-51.5: City pair contractors are not required

to accept payment by the methods in paragraph (a) or (b) of
this section.

§301-51.6 May | usethe Government contractor-issued
travel charge card for purposes other than those
associated with official travel?

No, the Government contractor-issued travel charge card
may be used only for official travel related expenses.

§301-51.7 What arethe consequences of using the
Government contractor-issued travel charge card for
non-official travel purposes?

If you use the Government contractor-issued travel charge
card for purposes other than official travel, your agency may
take appropriate disciplinary action.

Subpart B—Paying for Common Carrier
Transportation

§301-51.100 What method of payment must | useto
procure common carrier transportation?
You must use a Government contractor-issued individu-
aly billed travel card, centrally billed account, or GTR to pro-
cure contract passenger transportation services. For al other
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common carrier transportation, you must use one of the meth-
ods specified in the following table:

For passenger
transportation

atrip.

billed account, or.

services costing You must use Unless

(8 $100rless, andair [A Government Use of the
excess baggage  |contractor-issued Government
charges of $15 or |individually billed  |contractor-issued
lessfor eachlegof |travel card, centrally |individually billed

travel card is not
accepted or itsuseis
impracticable, specia
circumstances justify
theuse of aGTR or
Government excess
baggageauthorization
ticket (GEBAT).

(b) More than $10,
but not more than
$100.

A Government
contractor-issued
individualy billed
travel card, centrally
billed account, or
GIR

None of the other
methods are
practicable, you may
use cash.

(c) More than $100

Only a Government
contractor-issued
individualy billed
travel card, centrally
billed account, or
GTR.

Your agency
authorizes you to use
areduced fare for
group, charter, or
excursion
arrangementsor under
emergency
circumstances where
the use of other
methods is not
possible.

301-51-2

§301-51.101 Which payment methodsare considered the
equivalent of cash?

Use of one of the following payment methods of this sec-
tion to procure common carrier transportation is considered
the equivalent of cash and you must comply with the rulesin
41 CFR 102-118.50 that limit the use of cash for such pur-
poses.

(@) Personal credit cards;

(b) Cash withdrawals obtained from an ATM using a Gov-
ernment contractor-issued individually billed travel card; and

(c) Checks, both personal and travelers (including those
obtained through atravel payment system services program).

§301-51.102 How ismy transportation reimbur sement
affected if | make an unauthorized cash purchase of
common carrier transportation?

If you are anew employee or an invitational or infrequent
traveler who is unaware of proper procedures for purchasing
common carrier transportation, your agency may allow reim-
bursement for the full cost of the transportation. In al other
instances, your reimbursement will be limited to the cost of
such transportation using the authorized method of payment.

§301-51.103 What ismy liability if | losea GTR?

You are liable for any Government expenditure that is
caused by your negligence in safeguarding the GTR or tickets
received in exchange for the GTR. To avoid liability, imme-
diately report a lost or stolen GTR to your administrative
office. If the lost or stolen GTR shows the carrier service
desired, and point of origin, promptly notify in writing the
named carrier and other local initial carriers. Do not use a
GTR that is recovered after having been reported as lost or
stolen. Instead, report the recovered GTR to your administra-
tive office.
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§301-51.203

Subpart C—Receiving Travel Advances

§301-51.200 For what expensesmay | receive a travel

§301-51.201 What isthe maximum amount that my
agency may advance?
Theamount your agency advancesyou may not exceed the

advance? following amounts:
For You may receive an advance The maximum amount your agency may
For advanceis
() Cash transaction expenses  |Any time you travel. Cash transaction  |[The estimated amount of your cash transaction
(i.e., expensesthat as a expenses expenses. (For M&IE, your advanceis limited
genera rulecannot becharged to the M& | E rate under the lodgings-plus per
and must be paid using cash, a diem method.)
personal check, or travelers Non-cash Generdlly zero. However, your agency may
check). transaction advance up to the full amount of your expected
(1) M&IE covered by the per expenses (See non-cash transaction expenses for an individual
diem allowance or actual §301-51.200(b)). [trip (or not to exceed a45-day period for an open
expenses allowance; authorization) in accordance with
(2) Miscellaneous §301-51.200(b).

transportation expenses
such aslocal
transportation system and
taxi fares; parking fees;
ferry fees; bridge, road,
and tunnel fees; and
aircraft parking, landing,
and tie-down fees;

(3) Gasoline and other
variable expenses covered
by the mileage allowance
for advantageous use of a
privately owned
automobile for official
business; and

(4) Other authorized
miscellaneous expenses
that cannot be charged
using a Government
contractor-issued charge
card and for which a cost
can be estimated.

(b) Non-cash transaction
expenses (e.g., lodging,
common carrier).

Only in the following situations:

(1) Government contractor-
issued charge card not
expected to be accepted.

(2) Government contractor-
issued charge card issuance
denied. Your agency has
decided not to provide you a
Government contractor-
issued individualy billed
travel card.

(3) Officia change of station.
Your agency determines that
use of a Government
contractor-issued individually
billedtravel card would not be
feasible incident to atransfer,
particularly atransfer to
another agency.

(4) Financial hardship would be
incurred.

§301-51.202 When must | account for my advance?

You must file a travel claim which accounts for your
advance after completion of your assignment, in accordance
with your agency’s policy. If you are in a continuous travel
status (e.g., an auditor or inspector) or if you submit periodic
reimbursement vouchers on an individual trip authorization,
your agency may reimburse you the full amount of your travel
expenses without any deduction of your advance until such
timeasyoufileafinal voucher. If the amount advanced isless
than the amount of the voucher on which it is deducted, you
will be reimbursed the net amount. If the advance exceedsthe
reimbursable amount, you must immediately refund the
€EXCEsSS.

§301-51.203 What must | do about my advanceif my trip
iscanceled or postponed indefinitely?
Promptly notify the appropriate agency officials and
refund any monies advanced in connection with the autho-
rized travel.
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§301-52.10

PART 301-52—CLAIMING REIMBURSEMENT

Authority: 5 U.S.C. 5707; 40 U.S.C. 486(c); Sec. 2.,
Pub. L. 105-264, 112 Stat. 2350 (5 U.S.C. 5701 note).

8301-52.1 Must | fileatravel claim?
Yes.

§301-52.2 What information must | providein my travel
claim?

You must provide the following:

(&) An itemized list of expenses and other information
(specified in the listing of required standard data elements
contained in Appendix C of this chapter, and any additional
information your agency may specifically require), except:

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

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

(3) When you are authorized a reduced per diem, you
must state the reduced rate your agency authorizes on adaily
basis, and

(4) When your agency limits M&IE reimbursement to
the prescribed maximum M&IE for the locality concerned,
you must state the reduced rate on adaily basis.

(5) Your agency may or may not require itemization of
M& | E when reimbursement islimited to either the maximum
M&IE locality rate or areduced M&IE rate is authorized.

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

(c) Thedate of arrival and departure fromthe TDY station
and any non-duty pointsvisited when you travel by anindirect
route other than a stopover to change planes or embark/dis-
embark passengers;

(d) A signed statement, “I hereby assign to the United
States any rights | may have against other parties in connec-
tion with any reimbursable carrier transportation charges
described herein,” when you use cash to pay for common car-
rier transportation.

§301-52.3 Am | required tofileatravel claim in a specific
format and must the claim be signed?

Yes, in a format prescribed by your agency. If the pre-
scribed travel claim is hardcopy, the claim must be signed in
ink; if your agency has electronic processing, use your elec-
tronic signature. Any alterations or erasures to your travel
claim must beinitialed.

8301-52.4 What must | provide with my travel claim?
You must provide:

(a) Evidence of your necessary travel authorizations
including any necessary specia authorizations;
(b) Receiptsfor:

(1) Any lodging expense, except when you are autho-
rized afixed reduced per diem alowance;

(2) Any other expense costing over $75. If itisimprac-
ticable to furnish receipts in any instance as required by this
subtitle, the failure to do so must be fully explained on the
travel voucher. Mere inconvenience in the matter of taking
receipts will not be considered; and

(3) Receipts must be retained for 6 years and 3 months
as prescribed by the National Archives and Records Admin-
istration (NARA) under General Records Schedule6,
paragraph 1 (http://ardor.nara.gov/grs/grs06.html).

§301-52.5 Isthereany instance wherel am exempt from
thereceipt requirement in §301-52.4?
Yes, your agency may exempt an expenditure from the
receipt requirement because the expenditure is confidential.

§301-52.6 How do | submit atravel claim?
You must submit your travel claim in accordance with
administrative procedures prescribed by your agency.

§301-52.7 When must | submit my travel claim?

Unless your agency administratively requires you to sub-
mit your travel claim within a shorter timeframe, you must
submit your travel claim asfollows:

(a) Within 5 working days after you complete your trip or
period of travel; or

(b) Every 30 days if you are on continuous travel status.

§301-52.8 May my agency disallow payment of a claimed
item?
Yes, if you do not:
(a) Provide proper itemization of an expense;
(b) Provide receipt or other documentation required to
support your claim; and
(c) Claim an expense which is not authorized.

§301-52.9 What will my agency do when it disallows an
expense?
Your agency will disallow your claim for that expense,
issue you a notice of disallowance, and pay your claim for
those items which are not disallowed.

§301-52.10 May | challenge my agency's disallowance of
my claim?
Yes, you may request reconsideration of your claim if you
have additional facts or documentation to support your
request for reconsideration.
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8301-52.11 What must | do to challenge a disallowed
claim?

You must:

(a) Fileanew claim.

(b) Provide full itemization for al disalowed items
reclaimed.

(c) Providereceiptsfor al disallowed itemsreclaimed that
require receipts, except that you do not have to provide a
receipt if your agency aready has the receipt.

(d) Provide a copy of the notice of disallowance.

(e) Statethe proper authority for your claimif you are chal-
lenging your agency’s application of the law or statute.

(f) Follow your agency’s procedures for challenging disal-
lowed claims.

(g) If after reconsideration by your agency your claim is
till denied, you may submit your claim for adjudicationto the
GSA Board of Contract Appeals in accordance with
48 CFR part 6104.

8301-52.12 What happensif | attempt to defraud the
Government?
(a) Youforfeit reimbursement pursuant to 28 U.S.C. 2514;
and
(b) You may be subject under 18 U.S.C. 287 and 1001 to
one, or both, of the following:
(1) A fine of not more than $10,000, or
(2) Imprisonment for not more than 5 years.

8301-52.13 Should | keep itemized records of my
expenses while on travel?
Yes. You will find it helpful to keep a record of your
expenses by date of the expense to aid you in preparing your
travel claim or for tax purposes.

8301-52.14 What must | do with any travel advance
outstanding at thetime | submit my travel claim?
You must account for the travel advance in accordance

with your agency’s procedures.

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

You must submit the passenger coupons to your agency in
accordance with your agency’s procedures.

8301-52.16 What must | do with any unused tickets,
coupons, or other evidence of refund?
You must submit any unused tickets, coupons, or other evi-
dence of refund to your agency in accordance with your
agency’s procedures.

301-52-2

§301-52.17 Within how many calendar days after |
submit a proper travel claim must my agency
reimbur se my allowable expenses?

Your agency must reimburse you within 30 calendar days
after you submit a proper travel claim to your agency’sdesig-
nated approving office. Your agency must ensure that it uses
a satisfactory recordkeeping system to track submission of
travel claims. For example, travel claims submitted by mail,
in accordance with your agency’s policy, could be annotated
with the time and date of receipt by your agency. Your agency
could consider travel claims electronically submitted to the
designated approving office as submitted on the date indi-
cated on an e-mail log, or on the next business day if submit-
ted after normal working hours. However, claims for the
following relocation allowances are exempt from this provi-
sion:

(a) Transportation and storage of household goods and
professional books, papers and equipment;

(b) Transportation of mobile home;

(c) Transportation of a privately owned vehicle;

(d) Temporary quarters subsistence expense, when not
paid as lump sum;

(e) Residence transaction expenses,

(f) Relocation income tax allowance;

(g) Use of arelocation services company;

(h) Home marketing incentive payments; and

(i) Allowance for property management services.

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

Your agency must notify you as soon as practicable after
you submit your travel claim of any error that would prevent
payment within 30 calendar days after submission and must
provide the reason(s) why your travel claim is not proper.
However, not later than May 1, 2002, agencies must achieve
amaximum time period of seven working days for notifying
you that your travel claim is not proper.

§301-52.19 Will | receivea late payment feeif my agency
failsto reimburse me within 30 calendar days after |
submit a proper travel claim?

Yes, your agency must pay you alate payment fee, in addi-
tion to the amount due you, for any proper travel claim not
reimbursed within 30 calendar days of your submission of it
to the approving official.

§301-52.20 How are late payment fees calculated?

Your agency must either:

(a) Caculate late payment fees using the prevailing
Prompt Payment Act Interest Rate beginning on the 31% day



Chapter 301—Temporary Duty (TDY) Travel Allowances
Part 301-52—Claiming Reimbursement

§301-52.24

after submission of a proper travel claim and ending on the
date on which payment is made; or

(b) Reimburse you a flat fee of not less than the prompt
payment amount, based on an agencywide average of travel
claim payments; and

(c) Inaddition to the fee required by paragraphs (a) and (b)
of this section, your agency must also pay you an amount
equivaent to any late payment charge that the card contractor
would have been able to charge you had you not paid the bill.

§301-52.21 Isthereaminimum amount thelate payment
fee must exceed before my agency will pay it to me?
Yes, alate payment fee will only be paid when the com-

puted late payment fee is $1.00 or greater.

8301-52.22 Will any late payment fees| receive be
reported aswages on a Form W-2?
No, the Interna Revenue Service (IRS) has determined
that the late payment fee isin the nature of interest (compen-

sation for the use of money). Your agency will report pay-
ments in accordance with IRS guidelines.

§301-52.23 Istheadditional fee, which isequal toany late
payment charge that the card contractor would have
been ableto charge had | not paid the bill, considered
income?

Yes, your agency will report this payment as additional

wages on Form W-2.

§301-52.24 Does mandatory use of the Gover nment
contractor-issued travel charge card change my
obligation to pay my travel card bill by the due date?
No, mandatory use of the Government contractor-issued

travel charge card does not relieve you of your obligation to

pay your bill in accordance with your cardholder agreement.
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§301-53.6

PART 301-53—USING PROMOTIONAL MATERIALSAND FREQUENT TRAVELER
PROGRAMS

Authority: 5U.S.C. 5707; 31 U.S.C. 1353.

§301-53.1 Towhom dothepronouns®l,” “you”, and their
variantsrefer throughout this part?
Thepronouns“l”, “you”, and their variantsthroughout this
part refer to the employee.

§301-53.2 What may | do with promotional benefits or
materials| receive from atravel service provider?
Any promotional benefits or materials received from a

travel service provider in connection with official travel may

be retained for personal use, if such items are obtained under
the same conditions as those offered to the general public and
at no additional cost to the Government.

Noteto §301-53.2: Promotional benefits or materials you
receivefrom atravel service provider in connection with your
planning and/or scheduling an official conference or other
group travel (as opposed to performing official travel your-
self) are considered property of the Government, and you may
only accept the benefits or materials on behalf of the Federal
Government (see §301-74.1(d) of this chapter).

§301-53.3 How may | use promotional materialsand
frequent traveler benefits?

Promotional materials and frequent traveler benefits may
be used asfollows:

(a) You may use frequent traveler benefits earned on offi-
cial travel to obtain travel services for a subsequent official
travel assignment(s); however, you may also retain such ben-
efits for your persona use, including upgrading to a higher
class of service while on official travel.

(b) If you are offered such benefits as aresult of your role
as aconference planner or as a planner for other group travel,

you may not retain such benefits for your personal use (see
§301-53.2 of this chapter). Rather, you may only accept such
benefits on behalf of the Federal Government. Such accepted
benefits may only be used for official Government business.

§301-53.4 May | select travel serviceprovidersfor which
my agency isnot a mandatory user in order to
maximize my frequent traveler benefits?

No, you may not select atraveler service provider based on
whether it provides frequent traveler benefits. You must use
thetravel service provider for which your agency isamanda-
tory user. Thisincludes contract passenger transportation ser-
vices and travel management systems. You may not choose a
travel service provider to gain frequent traveler benefits for
personal use. (Also see §§301-10.109 and 301-10.110 of this
chapter.)

§301-53.5 Arethere exceptionsto the mandatory use of
contract city-pair faresand an agency’stravel
management system?

Yes, the exceptions are in accordance with §§301-10.107
and 301-10.108 of thischapter for the mandatory use of acon-
tract city-pair fare, and §301-73.103 of this chapter for the
mandatory use of atravel management system.

§301-53.6 Isadenied boarding benefit considered a
promotional item for which | may retain compensation
received from an airline whether voluntary or
involuntary?

A denied boarding benefit (e.g., cash, free ticket coupon)
is not a promotional item given by an airline. See the provi-
sions of §301-10.116 of this chapter when an airline denies
you aseat (involuntary) and §301-10.117 of this chapter when
you vacate your seat (voluntary).
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§301-54.102

PART 301-54—COLLECTION OF UNDISPUTED DELINQUENT AMOUNTSOWED TO
THE CONTRACTOR ISSUING THE INDIVIDUALLY BILLED TRAVEL CHARGE CARD

Authority: 5U.S.C. 5707; 40 U.S.C. 486(c); Sec. 2,
Pub. L. 105-264, 112 Stat. 2350 (5 U.S.C. 5701 note).

Subpart A—General Rules

Noteto Subpart A: Use of pronouns“1”, “you”, and their
variants throughout this subpart refers to the employee.

§301-54.1 Ismy agency allowed to collect undisputed
delinquent amountsthat | oweto a Government travel
charge card contractor?

Yes, upon written request from the contractor, your agency
may collect, from your disposable pay, any undisputed delin-
guent amounts that you owe to a Government travel charge
card contractor.

8301-54.2 What is disposable pay?

Disposable pay is your compensation remaining after the
deduction from your earnings of any amountsrequired by law
to be withheld. These deductions do not include discretionary
deductions such as savings bonds, charitable contributions,
etc. Deductions may be made from any type of pay you
receive from your agency, e.g., basic pay, specia pay, retire-
ment pay, or incentive pay.

Subpart B—Policies and Procedures

Noteto Subpart B: Use of pronouns*“l”, “you”, and their
variants throughout this subpart refers to the employee.

§301-54.100 Arethereany dueprocessrequirementswith
which my agency must comply before collecting
undisputed delinquent amountson behalf of thechar ge
card contractor?

Yes, your agency must:

(a) Provide you with written notice of the type and amount
of the claim, the intention to collect the claim by deduction
from your disposable pay, and an explanation of your rights
as adebtor;

(b) Give you the opportunity to inspect and copy their
records related to the claim;

(c) Allow an opportunity for areview within the agency of
its decision to collect the amount; and

(d) Provide you with an opportunity to make a written
agreement with the contractor to repay the delinquent amount
of the claim.

§301-54.101 Can my agency initiate collection of
undisputed delinquent amountsif it has not
reimbursed me for amounts reimbursable under the
applicabletravel regulations?

No, your agency may only collect undisputed delinquent
amountsfor which you have been reimbursed under the appli-
cable travel regulations. However, if you have not submitted
a proper travel claim within the timeframe regquirements of
§301-52.7 of this chapter, and there are no extenuating cir-
cumstances, your agency may collect the undisputed delin-
quent amounts based on the amounts charged on the travel
charge card.

§301-54.102 What isthe maximum amount my agency
may deduct from my disposable pay?

Asset forth in Public Law 105-264, 112 Stat. 2350, Octo-
ber 19, 1998, the maximum amount your agency may deduct
from your disposable pay is 15 percent a pay period, unless
you agree in writing to a larger percentage.
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PART 301-70—INTERNAL POLICY AND PROCEDURE REQUIREMENTS

Authority: 5U.S.C. 5707; 40 U.S.C. 486(c); Sec. 2,
Pub. L. 105-264, 112 Stat. 2350 (5 U.S.C. 5701 note).

Subpart A—General Policiesand Procedures

§301-70.1 How must weadminister theauthorization and
payment of travel expenses?

You must limit the authorization and payment of travel
expenses to travel that is necessary to accomplish your mis-
sion in the most economical and effective manner, in accor-
dance with the rules stated throughout this chapter.
Consideration should be given, but not limited, to budget con-
straints, adherence to travel policies, and reasonableness of
expenses. You should always consider alternatives, including
teleconferencing, prior to authorizing travel.

Subpart B—Policiesand Procedure Relating to
Transportation

§301-70.100 How must we administer the authorization
and payment of transportation expenses?

You must:

(a) Limit authorization and payment of transportation
expenses to those expenses that result in the greatest advan-
tage to the Government;

(b) Ensure that travel is by the most expeditious means
practicable.

§301-70.101 What factors must we consider in
determining which method of transportation resultsin
the greatest advantage to the Government?

In selecting aparticular method of transportation you must
consider:

(a) The total cost to the Government, including per diem,
overtime, lost worktime, actual transportation cost, total dis-
tance of travel, number of points visited, the number of trav-
elers and energy conservation. As stated in 5U.S.C. 5733,
“travel of an employee shall be by the most expeditious means
of transportation practicable and shall be commensurate with
the nature and purpose of the duties of the employee requiring
such travel.”

(b) Travel by common carrier (air, rail, bus) is considered
the most advantageous method to perform officia travel.
Other methods of transportation may be authorized as advan-
tageous only when the use of common carrier transportation
would interfere with the performance of official business or
impose an undue hardship upon the travel er, or when the total
cost by common carrier exceeds the cost by another method
of transportation. A determination that another method of

transportation is more advantageous to the Government than
common carrier will not be made on the basis of personal
preference or inconvenience to the traveler.

§301-70.102 What gover ning policies must we establish
for authorization and payment of transportation
expenses?

You must establish policies and procedures governing:

(@) Who will determine what method of transportation is
more advantageous to the Government;

(b) Who will approve any of the following:

(1) Use of premium class service under §8301-10.123,

301-10.124, 301-10.162 and 301-10.183 of this chapter;

(2) Use of a special-reduced fare or reduced group or
charter fare;
(B) Use of

§301-10.164;

(4) Use of ship service;
(5) Use of aforeign ship;
(6) Use of aforeign air carrier;

(c) When you will:

(1) Require the use of a Government vehicle;
(2) Allow the use of a Government vehicle; and
(3) Prohibit the use of a Government vehicle;

(d) When you will consider use of aPOV advantageousto
the Government, such as travel to/from common carrier ter-
minals, or transportation to a TDY location;

(e) Procedures for claiming POV reimbursement;

(f) When you will allow use of a special conveyance
(e.g., commercialy rented vehicles);

(g) What procedures an employee must follow when he/
shetravels by an indirect route or interruptstravel by adirect
route; and

(h) For local transportation whether to reimburse the full
amount of transportation costs or only the amount by which
transportation costs exceed the employee’s normal costs for
transportation between:

(1) Office or duty point and another place of business;

(2) Places of business; or

(3) Residence and place of business other than office or
duty point.

an extrafare train service under

§301-70.103 In what circumstance may we authorize use
of ship service?

Travel by ship is not generally regarded as advantageous.
You must determinethat the advantages accruing from the use
of ocean transportation offset the higher costs associated with
ship travel, i.e., per diem, transportation, and lost worktime.
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§301-70.104 What factors should we consider in
determiningwhether torequirean employeeto commit
to the use of a Government automobile?

You should consider:

(a) The advantages of using a Government automobile.
Such advantages may include, but are not limited to:

(1) Full utilization or availability of fleet vehicles;
(2) Lower cost;
(3) Official presence.

(b) The type of travel the employee performs. You should
regquire such a commitment when an employee or group of
employeesrequiresthe use of an automobilefor official travel
on afrequent or repetitive basis.

§301-70.105 May we prohibit an employee from using a

POV on official travel?

No, but if the employee elects to use a POV instead of an
aternative form of transportation you authorize, you must:

(a) Limit reimbursement to the constructive cost of the
authorized method of transportation, which is the sum of per
diem and transportation expenses the employee would rea-
sonably have incurred when traveling by the authorized
method of transportation; and

(b) Charge leave for any duty hours that are missed as a
result of travel by POV.

Subpart C—Policiesand ProceduresRelatingto
Per Diem Expenses

§301-70.200 What gover ning policies must we establish
for authorization and payment of per diem expenses?
You must establish policies and procedures governing:

(&) Who will authorize arest period,;

(b) Circumstances allowing arest period during prolonged
travel (see §301-11.20 for minimum standards);

(c) If, and in what instances, you will allow an employee
to return to hig’her official station on non-workdays;

(d) Who will determine if an employee will be allowed to
return to his/her official station on a case by case basis.

(e) Who will determine in what instances you will pay a
reduced per diem rate;

(f) Who will determine, and in what instances, actual
expenses are appropriate in each individua case; and

(9) If you will define aradius broader than the official sta-
tion in which per diem or actual expense will not be autho-
rized.
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Subpart D—Policiesand ProceduresRelatingto
Miscellaneous Expenses

§301-70.300 How should weadminister theauthorization
and payment of miscellaneous expenses?
You should limit payment of miscellaneous expenses to
only those expenses that are necessary and in the interest of
the Government.

§301-70.301 What governing policies must we establish
for payment of miscellaneous expenses?

You must establish policies and procedures governing:

(a) Who will determine when excess baggage is necessary
for official travel;

(b) When you will pay for communications services,
including whether you will pay for a telephone call to the
employee’s home or place where the employee’'s dependent
children are;

(c) Who will determine if other miscellaneous expenses
are appropriate for reimbursement in connection with official
travel.

Subpart E—Policiesand ProceduresRelatingto
Travel of an Employee with a Disability or
Special Need

§301-70.400 How should weauthorizeand administer the
payment of additional travel expensesfor an employee
with a disability or special need?

You should authorize and administer the payment to rea-
sonably accommodate employee(s) with disabilitiesin accor-
dance with the Rehabilitation Act of 1973, as amended,
29 U.S.C. 701-797(b) and 5 U.S.C. 3102 and Part 301-13 of
this chapter. An employee with a specia need should be
treated the same as an employee with a disability. The addi-
tional travel expenses must be necessary to accommodate the
employee’s needs.

§301-70.401 What governing policies and procedures
must we establish regardingtravel of an employeewith
adisability or special need?

You must establish the policies and procedures governing:
(@) Who will determine if an employee has a disability or
specia need which requires accommaodation, including when
documentation is necessary under  88301-10.123,

301-10.124, 301-10.162, and 301-10.183, and when a deter-

mination may be based on aclearly visiblephysical condition;

and
(b) Who will determine how to reasonably accommodate
the employee and what expenses you will pay.
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Subpart F—Palicies and Procedures for
Emergency Travel of EmployeeDuetolllnessor
Injury

§301-70.500 What governing policies and procedures
should we establish relating to emer gency travel?
Each agency must determine;

(&) When you will authorize emergency travel under
Part 301-30;

(b) Who will determine if the employee’s situation war-
rants payment for emergency travel expenses;

(c) When and by whom travel to an alternate | ocation other
than official station or point of interruption will be authorized;
and

(d) Who will determine when and if the definition of fam-
ily may be extended and to whom.

§301-70.501 Does per diem continue when an employee
interrupts atravel assignment because of an
incapacitating illness or injury?

Yes, when an employee interrupts a travel assignment
because of an incapacitating illness or injury and takes leave
(annual or sick), per diem will be allowed, not to exceed the
maximum rate for the location where the interruption occurs,
for a reasonable period, normally not to exceed 14 calendar
days (including fractional days) for any one period of
absence. You may approve alonger period if justified.

§301-70.502 Arethereany limitationsto the payment of
these expenses?

Yes, there arelimitationsto the payment of these expenses.
Per diem is not payable, or if paid, must be collected from the
employee when—

(a) Theemployeeisconfinedto ahospital or medical facil-
ity that is within the proximity of the official duty station or
that is the same one the employee would have been admitted
toif theillnessor injury had occurred while at the official duty
station; and/or

(b) The Government provides or reimburses the employee
for hospitalization under any Federal statute (including hos-
pitalization in aDepartment of Veterans Affairs (VA) medical
center or military hospital) other than 5 U.S.C. 8901-8913
(Federal Employees Health Benefits program).

§301-70.503 What additional emer gency expensesshould
we allow?

When an employeediscontinuesaTDY assignment before
its completion due to an incapacitating illness or injury, you
may pay—

(a) Transportation and per diem expenses for travel to an
alternate location to receive medical treatment;

(b) Transportation and per diem expenses to return to the
official station; and

(c) Transportation costs of a medically necessary atten-
dant.

§301-70.504 When the employeeisableto travel, should
we continue the use of the existing travel
authorization?

Not if the interrupted trip was authorized under a trip by
trip authorization. If, when the employee's health has been
restored, the agency decides that it is in the Government’s
interest to return the employee to the TDY location, such
return is considered to be anew travel assignment at Govern-
ment expense. Aninterrupted trip authorized under an open or
limited open authorization may be continued without further
authorization.

§301-70.505 May any travel costs be reimbursed if the
employeetravelsto an alternate location for medical
treatment?

Yes. When an employee, interrupts a TDY assignment
because of an incapacitating illness or injury and takes leave
of absencefor travel to an aternate location to obtain medical
services and returns to the TDY assignment, you may reim-
burse certain excesstravel costs provided in this section. Spe-
cifically, you may reimbursethe excess (if any) of actual costs
of travel from the point of interruption to the alternatelocation
and returntothe TDY assignment, over the constructive costs
of round-trip travel between the officia station and the ater-
nate location. The nearest hospital or medical facility capable
of treating the employee’sillness or injury will not, however,
be considered an alternate location.

Noteto §301-70.505: An alternatelocation isadestination
other than the employee’s official station or the point of inter-
ruption.

§301-70.506 How do we define actual cost and
constructive cost when an employeeinterruptsatravel
assignment because of an incapacitating illness or
injury?

(a) Actual cost of travel will bethe transportation expenses
incurred and en route per diem for the travel as actually per-
formed from the point of interruption to the alternate location
and from the aternate location to the TDY assignment. No
per diem is allowed for time spent at the alternate location if
confined to amedical facility.

(b) Constructive cost isthe sum of transportation expenses
the employee would reasonably have incurred for round-trip
travel between the official station and the alternate location
plus per diem calculated for the appropriate en route travel
time.
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§301-70.507 May we authorize per diem if an employee
discontinuesa TDY assignment because of a personal
emer gency situation?

Yes. Expenses of appropriate transportation and per diem
while en route may be alowed, with the approval of an appro-
priate agency official, for return travel from the point of inter-
ruption to the official station.

8301-70.508 How do we handle reimbursement if the
employeetravelstoan alter natelocation and returnsto
the TDY location because of a per sonal emer gency
situation?

You may reimburse certain excesstravel costs (transporta-
tion and en route per diem) to the same extent as provided in
§301-70.501 for incapacitating illness or injury to the
employee.

§301-70.509 What factorsmust weconsider in expanding
thedefinition of family for emer gency travel purposes?
Agencies must consider on a case by case basis:

(a) The extent of the emergency;

(b) The employee’srelationship to theindividual involved
in the emergency; and

(c) The degree of the employee's responsibility for the
individual involved in the emergency.

Subpart G—Policies and Procedures Relating
to Threatened L aw Enforcement/I nvestigative
Employees

§301-70.600 What governing policiesand procedures
must we establish related to threatened law
enforcement/investigative employees?

You must establish policies and procedures governing:

(8 When you will pay transportation and subsistence
expenses of threatened law enforcement/investigative
employees, under Part 301-31 of this chapter;

(b) Who will determine the degree and seriousness of
threat in each individual case;

(c) Who will determine what protective action should be
taken, including the location and duration of temporary lodg-
Ing;

(d) Who will reevaluate the situation to determine whether
protective action should be continued or discontinued and
how often;

(e) What procedures must be followed to obtain authoriza-
tion of transportation and subsistence expensesfor threatened
law enforcement/investigative employees; and

(f) What special procedures must an employee follow to
claim expenses.
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§301-70.601 What factors should we consider in

deter mining whether to authorize payment of

transportation and subsistenceexpensesfor threatened

law enfor cement/investigative employees?

You should consider:

(a) The degree and seriousness of the threat. You should
pay transportation and subsistence expensesonly if asituation
poses a legitimate serious threat to life.

(b) The option of rel ocating the empl oyee. You should con-
sider whether relocating the employee permanently would be
advantageous given the specific nature of the threat, the con-
tinued disruption of the family, and the aternative costs of a
change of official station.

§301-70.602 How often must we reevaluate the payment
of transportation and subsistence expensesto a
threatened law enforcement/investigative employee?
You must reevaluate the situation every 30 days based on

the samefactorsyou considered when you first authorized the

payment of the expenses.

Subpart H—Policies and Procedures Relating
to Mandatory Use of the Gover nment
Contractor-lssued Travel Charge Card for
Official Travel

§301-70.700 Must our employees use a Gover nment
contractor-issued travel charge card for official travel
expenses?

Yes, your employees must use a Government contractor-
issued travel charge card for official travel expenses unless:

(a) A vendor does not accept the travel charge card;

(b) The Administrator of General Services has granted an
exemption (see §301-70.704); or

(c) Your agency head or hig’her designee has granted an
exemption.

§301-70.701 Who hastheauthority to grant exemptions
to mandatory use of Government contractor-issued
travel charge card for official travel?

() The Administrator of General Serviceswill exempt any
payment, person, type or class of payments, or type or class
of personnel in any case in which—

(1) Itisinthebest interest of the United Statesto do so;

(2) Payment through atravel charge card isimpractical
or imposes unreasonable burdens or costs on Federal employ-
ees or Federal agencies; or

(3) The Secretary of Defense or the Secretary of Trans-
portation (for the Coast Guard) requests an exemption for the
members of their uniformed services.

(b) The head of a Federal agency or his’/her designee(s)
may exempt any payment, person, type or class of payments,
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or type or class of agency personnel if the exemption is deter-
mined to be necessary in the interest of the agency.

§301-70.702 Mustwenotify the Administrator of General

Services when we grant an exemption?

Yes, you must notify the Administrator of General Ser-
vices (Attention: MTT), 1800 F Street, NW, Washington, DC
20405, inwriting within 30 days after granting the exemption,
stating the reasons for the exemption.

§301-70.703 If we grant an exemption, doesthat prevent
theemployeefrom using thecard on avoluntary basis?
No, an exemption from use would not prevent the

employee from using the Government contractor-issued

travel charge card for official travel expenses on a voluntary
basis in accordance with your policies.

§301-70.704 What expenses and/or classes of employees
areexempt from themandatory use of the Gover nment
contractor-issued travel charge card?

The Administrator of General Services exempts the fol-
lowing from the mandatory use of the Government contrac-
tor-issued travel charge card:

(a) Expensesincurred at a vendor that does not accept the
Government contractor-issued travel charge card;

(b) Laundry/dry cleaning;

(c) Parking;

(d) Local transportation system;

(e) Taxi;

(f) Tips;

(9) Meds (only when use of the card is impractical,
i.e., group meals or the Government contractor-issued travel
charge card is not accepted);

(h) Phone calls (when a Government calling card is avail-
able for use in accordance with agency policy);

(i) An employee who has an application pending for the
travel charge card,

() Individuals traveling on invitational travel; and

(K) New appointees.

Noteto §301-70.704: Relocation allowances prescribed in
Chapter 302 of this title, except en-route travel and house-
hunting trip expenses are not covered by this requirement.

§301-70.705 What methods of payment for official travel
expenses may we authorize when an exemption from
useof the Gover nment contractor-issued travel charge
card isgranted?

When you grant an exemption from use of the Government
contractor-issued travel charge card, you may authorize one
or acombination of the following methods of payment:

(a) Personal funds, including cash or personal charge card;

(b) Travel advances; or

(c) Government Transportation Request (GTR).

Note to §301-70.705: City pair contractors are not
reguired to accept payment by the methodsin paragraph (a) or
(b) of this section.

§301-70.706 May an employee use the Gover nment
contractor-issued travel charge card for purposes
other than those associated with official travel?

No, the Government contractor-issued travel charge card
may be used only for official travel related expenses.

§301-70.707 What arethe consequences of using the
Government contractor-issued travel charge card for
non-official travel purposes?

If one of your employees uses the Government contractor-
issued travel charge card for purposes other than official
travel, you may take appropriate disciplinary action.

§301-70.708 What can wedotoreducetravel chargecard
delinquencies?

To reduce travel charge card delinquencies by your
employees, you should consider implementing one or more of
the following suggestions (thislist is not comprehensive; you
may adopt other appropriate procedures):

(a) Agency travel program coordinators must be trained
and aware of their responsibilities and the delinquency man-
agement tools available under your agreement with the travel
charge card contractor (internet training is available for the
GSA SmartPay™ Travel Charge Card at: http://fss.gsa.gov/
training/transtrav.

(b) Ensure that managers and supervisors are provided
monthly delinquency and questionable charges report.

(c) Periodically, but at least once a year, verify that card-
holders are still current employees.

(d) For inactive accounts (cards not used within 6 months,
one year, etc., reduce card limit to $1, increase dollar limit
when necessary.

(e) Work with the charge card contractor to block certain
high-risk category codes (e.g., department stores, automobile
dealerships, specialty stores), etc.

(f) Review ATM cash withdrawals for reasonabl eness and
association with official travel.

(g) Implement asaary offset program. (See Part 301-76 of
this chapter).

(h) Implement  split disbursement in  your travel
vouchering system, so that an employee may authorize you to
make certain payments directly to the charge card contractor
on the employee’s behalf.

(i) Refer potentia fraud casesto your agency 1G for inves-
tigation.

(j) For some helpful do’s and don’tsfor travel cardholders
see GSA publication (Card-FO01) entitled “But | didn't
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know***—Helpful Hintsfor Travel Cardholders’. This pub- for Travel Cardholders’. You may print or call for telephone
lication is available on the internet at http://fss.gsa.gov/ numbers listed for copies.
services/gsa-smartpay, click on GSA SmartPay Agency

(K) Ensure that employees turn in their travel charge card
Information, click on “But | didn’t know***—Helpful Hints

when they retire or leave the agency.
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PART 301-71—AGENCY TRAVEL ACCOUNTABILITY REQUIREMENTS

Authority: 5U.S.C. 5707; 40 U.S.C. 486(c); Sec. 2,
Pub. L. 105-264, 112 Stat. 2350 (5 U.S.C. 5701 note).

Subpart A—General

Note to Subpart A: For purposes of this subpart, GSA
usesa“we’ question when referring to an agency, and an “1”
guestion when referring to the employee.

§301-71.1 What isthe purpose of an agency travel

accounting system?

To:

(a) Pay authorized and allowable travel expenses of
employees;

(b) Provide standard data necessary for the management of
official travel; and

(c) Ensure adequate accounting for al travel and transpor-
tation expenses for official travel.

§301-71.2 What arethestandard dataelementsand when
must they be captured on a travel accounting system?
The data elements are listed in Appendix C of this chapter

and must be on any travel claim form authorized for use by

your employees.

§301-71.3 May we use electronic signatures on travel
documents?
Yes, if you meet the security and privacy requirements
established by the National Institute of Standards and Tech-
nology (NIST) for electronic datainterchange.

Subpart B—Travel Authorization

8301-71.100 What isthe purpose of the travel

authorization process?

The purposeisto:

(a) Provide the employee information regarding what
expenses you will pay;

(b) Provide travel service vendors with necessary docu-
mentation for the use of travel programs,

(c) Provide financia information necessary for budgetary
planning; and

(d) Identify purpose of travel.

8301-71.101 What travel may we authorize?

You may authorize only travel which is necessary to
accomplish the purposes of the Government effectively and
economically. This must be communicated to any official
who has the authority to authorize travel.

§301-71.102 May weissue a singleauthorization for a
group of employees?

Yes. You may issue a single authorization for a group of
employees when they are traveling together on a single trip.
However, you must attach alist of al travelersto the authori-
zation.

§301-71.103 What information must beincluded on all

travel authorizations?

You must include:

(a) The name of the employee(s);

(b) The signature of the proper authorizing official;

(c) Purpose of travel;

(d) Any conditions of or limitations on that authorization;

(e) An estimate of the travel costs (for open authorizations
it should include an estimate of thetravel costsover the period
covered); and

() A statement that the employee(s) is (are) authorized to
travel.

§301-71.104 Who must sign atravel authorization?

Your agency head or an official to whom such authority
has been delegated. This authority may be delegated to any
person(s) who is aware of how the authorized travel will sup-
port the agency’s mission, who is knowledgeable of the
employee’s travel plans and/or responsible for the travel
funds paying for the travel involved.

§301-71.105 Must weissue awritten or electronic travel
authorization in advance of travel?

Yes, except when advance written or electronic authoriza-
tion isnot possible or practical and approval isin accordance
with §8301-2.1 and 301-2.5 for:

(a) Use of premium-class service on common carrier trans-
portation;

(b) Use of aforeign air carrier;

(c) Useof reduced faresfor group or charter arrangements,

(d) Use of cash to pay for common carrier transportation;

(e) Use of extra-fare train service,

(f) Travel by ship;

(g) Use of arenta car;

(h) Use of a Government aircraft;

(i) Payment of reduced rate per diem;

(j) Payment of actual expenses;

(k) Travel expensesrelated to emergency travel;

() Transportation expenses related to threatened law
enforcement/investigative employees and members of their
immediate families;

(m) Travel expenses related to travel to a foreign area,
except as provided by agency mission;
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(n) Acceptance of payment from anon-Federal source for
travel expenses (see Chapter 304 of thistitle); and
(o) Travel expenses related to attendance at a conference.

Noteto §301-71.105: You should establish proceduresfor
travel situationswhereit isnot practical or possibletoissuea
written authorization in advance, except for paragraphs (c),
(1), (n), and (o), which always require written or electronic
advance authorization.

§301-71.106 Who must sign atrip-by-trip authorization?
The appropriate official is determined as follows:

Theappropriateofficial tosign
For atrip-by-trip authorization is

Use of cash to procure common [An official at aslow an

carrier transportation. administrative level as permitted
by 41 CFR 101-203.2 to ensure
adequate consideration and
review of the circumstances.

Travel on a Government aircraft. [Determined under 41 CFR 101-
37.405.

An official at aslow an
administrative level as permitted
by 41 CFR Chapter 304 to ensure
adequate consideration and
review of the circumstances
surrounding the offer and
acceptance of the payment.

Acceptance of payment from a
non-Federal source for travel
exXpenses.

Travel expenses related to
attendance at a conference.

A senior agency official.

All other specific authorizations. [An official who may issue the
employee ageneral authorization.

§301-71.107 When authorizing travel, what factors must

the authorizing official consider?

The following factors must be considered:

(a) The need for the travel;

(b) The use of travel substitutes (e.g., mail, teleconferenc-
ing, etc.);

(c) The most cost effective routing and means of accom-
plishing travel; and

(d) The employee’s travel plans, including plans to take
leave in conjunction with travel.

§301-71.108 What internal policiesand procedures must
we establish for travel authorization?

You must establish the following:

(a) The circumstances under which different types of
travel authorizations will be used, consistent with the guide-
linesin this subpart;

(b) Who will be authorized to sign travel authorizations;
and

(c) What format you will use for travel authorizations.
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Subpart C—Travel Claimsfor Reimbur sement

§301-71.200 Who must review and sign travel claims?

The travel authorizing/approving official or his/her desig-
nee (e.g., supervisor of the traveler), must review and sign
travel claimsto confirm the authorized travel.

§301-71.201 What arethereviewing official’s

responsibilities?

The reviewing official must have full knowledge of the
employee’s activities. He/she must ensure:

(a) The claim is properly prepared in accordance with the
pertinent regulations and agency procedures,

(b) A copy of authorization for travel is provided;

(c) The types of expenses claimed are authorized and
alowable expenses;

(d) The amounts claimed are accurate; and

(e) The required receipts, statements, justifications, etc.
are attached to the travel claim.

§301-71.202 May we pay a claim when an employee does
not include a copy of the corresponding authorization?
Yes, aslong as the travel claim was signed by the approv-

ing/authorizing official, except for the following, which

require advance authorization:

(a) Useof reduced faresfor group or charter arrangements,

(b) Payment of a reduced rate of per diem for subsistence
expenses,

(c) Acceptance of payment from a non-Federal source for
travel expenses; and

(d) Travel expenses related to attendance at a conference.

§301-71.203 Who isresponsiblefor thevalidity of the
travel claim?

The certifying officer assumes ultimate responsibility
under 31 U.S.C. 3528 for the validity of the claim; however:

(a) Thetraveler must ensureall travel expensesare prudent
and necessary and submit the expensesin the form of aproper
claim;

(b) The authorizing/approving official shall review the
completed claim to ensure that the claim is properly prepared
in accordance with regulationsand agency procedures prior to
authorizing it for payment.

Note to §301-71.203: You should consider limiting the
levels of approval to the lowest level of management.

§301-71.204 Within how many calendar days after the
submission of aproper travel claim must wereimbur se
the employee's allowable expenses?

You must reimburse the empl oyee within 30 calendar days
after the employee submits a proper travel claim to the
agency’s designated approving office. You must use a satis-
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factory recordkeeping system to track submission of travel
claims. For example, travel claims submitted by mail, in
accordance with agency policy, could be annotated with the
time and date of receipt by the agency. You could consider
travel claims electronically submitted to the designated
approving office as submitted on the date indicated on an e-
mail log, or on the next businessday if submitted after normal
working hours. However, claims for the following relocation
allowances are exempt from this provision:

(a) Transportation and storage of household goods and
professional books, papers and equipment;

(b) Transportation of mobile home;

(c) Transportation of a privately owned vehicle;

(d) Temporary quarters subsistence expense, when not
paid as lump sum;

(e) Residence transaction expenses,

(f) Relocation income tax allowance;

(g) Use of arelocation services company;

(h) Home marketing incentive payments; and

(i) Allowance for property management services.

§301-71.205 Under what circumstances may we disallow
aclaim for an expense?
If the employee:
(a) Does not properly itemize his/her expenses,
(b) Does not provide required receipts or other documen-
tation to support the claim; or
(c) Claims an expense which is not authorized.

8301-71.206 What must we do if we disallow a travel

claim?

You must:

(a) Pay the employee the amount of thetravel claim which
isnot in dispute;

(b) Notify the employee that the claim was disallowed
with a detailed explanation of why; and

(c) Tell theemployee how to appeal the disallowanceif he/
she desires an appeal, and your process and schedule for
deciding the appeal.

§301-71.207 What internal policiesand procedures must
we establish for travel reimbur sement?

You must establish policies and procedures governing:

() Who are the proper officias to review, approve, and
certify travel claims (including travel claimsrequiring specia
authorization);

(b) How an employee should submit atravel claim (includ-
ing whether to use a standard form or an agency form and
whether the form should be written or electronic);

(c) When you will exempt employees from the require-
ment for areceipt;

§301-71.212
(d) Timeframes for employee to submit a clam (see
§301-52.7);
(e) Timeframe for agency to pay a clam (see
§301-71.204);

(f) Process for disallowing aclaim; and
(g) Process for resolving a disallowed claim.

§301-71.208 Within how many calendar days after
submission of a proper travel claim must we notify the
employee of any errorsin the claim?

You must notify the employee as soon as practicable after
theemployee’'ssubmission of thetravel claim of any error that
would prevent payment within 30 calendar days after submis-
sion and provide the reason(s) why the claim is not proper.
However, not later than May 1, 2002, you must achieve a
maximum time period of seven working daysfor notifying an
employee that his’her travel claim is not proper.

§301-71.209 Must we pay a late payment feeif wefail to
reimbur se the employee within 30 calendar days after
receipt of a proper travel claim?

Yes, alate payment fee, in addition to the amount due the
employee, must be paid for any proper travel claim not reim-
bursed within 30 calendar days of submission to the approv-
ing official.

§301-71.210 How do we calculate late payment fees?

Late payment fees are calculated either by:

(a) Using the prevailing Prompt Payment Act Interest Rate
beginning on the 31% day after submission of a proper travel
claim and ending on the date on which payment is made; or

(b) A flat fee, of not less than the prompt payment amount,
based on an agencywide average of travel claim payments,
and

(c) Inaddition to the feerequired by paragraphs (a) and (b)
of thissection, you must also pay an amount equivalent to any
|ate payment charge that the card contractor would have been
able to charge had the employee not paid the bill. Payment of
this additional fee will be based upon the effective date that a
late payment charge would be allowed under the agreement
between the employee and the card contractor.

§301-71.211 Isthereaminimum amount thelate payment
fee must exceed before we will pay it?
Yes, alate payment fee will only be paid when the com-
puted late payment fee is $1.00 or greater.

§301-71.212 Should wereport late payment feesaswages
on a Form wW-2?
No, the Internal Revenue Service (IRS) has determined
that the late payment fee isin the nature of interest (compen-
sation for the use of money).
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§301-71.213 Istheadditional fee, which isthe equivalent
to any late payment chargethat the card contractor
would have been ableto charge had the employee not
paid the bill, considered income?

Yes, you must report this late payment fee as additional

wages on Form W-2,

§301-71.214 Does mandatory use of the Gover nment
contractor-issued travel charge card change the
employee’sobligation to pay higher travel card bill by
the due date?

No, mandatory use of the Government contractor-issued
travel charge card does not relieve the employee of his/her
obligation to honor his’her cardholder payment agreement.

Subpart D—Accounting for Travel Advances

§301-71.300 What isthepolicy gover ningtheuseof travel
advances?

You should minimize the use of cash travel advances.
However, you should not require an employee to pay travel
expenses using persona funds unless the employee has
elected not to use aternative resources provided by the Gov-
ernment, such as a Government contractor-issued charge
card.

§301-71.301 In situationswhere alodging facility
requiresthe payment of a deposit, may wereimburse
an employee for an advance room deposit prior tothe
beginning of scheduled official travel?

Yes, you may reimburse an employee an advance room
deposit, when such adeposit 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
employeeisreimbursed the advance room deposit, but failsto
perform the scheduled official travel for reasons not accept-
able to the agency, resulting in the forfeit of the deposit, the
employee isindebted to the Government and must repay that
amount in atimely manner as prescribed by you.

§301-71.302 For how long may weissueatravel advance?
You may issue atravel advance for areasonable period not
to exceed 45 days.

§301-71.303 What data must we capturein our travel

advance accounting system?

You must capture the following data:

(a) Thename and social security number of each employee
who has an advance;

(b) The amount of the advance;

() The date of issuance; and

(d) The date of reconciliation for unused portions of travel
advances.
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§301-71.304 Areweresponsiblefor ensuring the
collection of outstanding travel advances?
Yes.

§301-71.305 When must an employeeaccount for atravel
advance?

An employee must account for an outstanding travel
advance each time a travel claim is filed. If the employee
receivesatravel advance but determinesthat therelated 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.

§301-71.306 Arethereexceptionsto collectingan advance

at thetime the employeefilesatravel claim?

Yes, when the employeeisin acontinuoustravel statusand

(a) You review each outstanding travel advance on a peri-
odic basis (the period will be for areasonable time of 45 days
or less); and

(b) You determine the amount, if any, of the outstanding
balance exceeds the amount of estimated travel expenses for
the authorized period and collect the excess amount from the
employee.

§301-71.307 How do we collect the amount of a travel
advance in excess of the amount of travel expenses
substantiated by the employee?

When the outstanding advance exceeds what you owe the
employee, then the employee must submit cash or acheck for
the difference in accordance with your policy. Your failure to
collect the amount in excess of substantiated expenses will
cause a violation of the accountable plan rules contained in
the Internal Revenue Code (title 26 of the United States
Code).

§301-71.308 What should wedo if the employee does not
pay back atravel advance when thetravel claim is
filed?

You should take alternative stepsto collect the debt includ-
ing:

(a) Offset against the employee's salary, a retirement
credit, or other amount owed the employeg;

(b) Deduction from an amount the Government owes the
employee; or

(c) Any other legal method of recovery.

§301-71.309 What internal policiesand procedures must
we establish governing travel advances?

Accounting for cash advances for travel, recovery, and
reimbursement shall be in accordance with procedures pre-
scribed by the General Accounting Office (see Generd
Accounting Office Policy and Procedures Manual for Guid-
ance of Federal Agencies, Title 7, Fiscal Procedures).
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PART 301-72—AGENCY RESPONSIBILITIESRELATED TO COMMON CARRIER
TRANSPORTATION

Authority: 5U.S.C. 5707; 31 U.S.C. 3726;
40 U.S.C. 486.

Subpart A—Procurement of Common Carrier
Transportation

§301-72.1 Why iscommon carrier presumed to bethe
most advantageous method of transportation?

Travel by common carrier is presumed to be the most
advantageous method of transportation because it generally
results in the most efficient, least costly, most expeditious
means of transportation and the most efficient use of energy
resources.

§301-72.2 May weutilizemethodsof transportation other
than common carrier (e.g., POVs, chartered vehicles,
etc.)?

Yes, but only when use of common carrier transportation:

(a) Would interfere with the performance of official busi-
ness,

(b) Would impose an undue hardship upon the traveler; or

(c) When the total cost by common carrier would exceed
the cost of the other method of transportation.

§301-72.3 What method of payment must we authorize

for common carrier transportation?

You must authorize one or more of the following as appro-
priate:

(8) GSA's Government contractor-issued individualy
billed charge card(s);

(b) Agency centrally billed or other established accounts;

(c) Cash payments (personal funds or travel advancesin
the form of travelers checks or authorized ATM cash with-
drawals) when the cost of transportation is less than $100,
under §301-51.100 of this chapter (cash may or may not be
accepted by the carrier for the purchase of city pair fares); or

(d) GTR(s) when no other option is available or feasible.

Subpart B—Accounting for Common Carrier
Transportation

§301-72.100 What must my travel accounting system do
in relation to common carrier transportation?

Your system must:

(a) Authorize the use of cash in accordance with
8301-51.100 or as otherwise required;

(b) Correlate travel data accumulated by your authoriza-
tion and claims accounting systems with common carrier
transportation documents and data for audit purposes;

(c) Identify unused tickets for refund;

(d) Collect unused, partialy used, or downgraded/
exchanged tickets, from travelers upon completion of travel;

(e) Track denied boarding compensation from employees,

(f) Identify and collect refunds due from carriers for over-
payments, or unused, partialy used, or downgraded/
exchanged tickets; and

(g) Reconciledl centrally billed travel expenses (e.g., air-
line, lodging, car rentals, etc.) with travel authorizations and
claims to assure that only authorized charges are paid.

§301-72.101 What information should we provide an
employeebeforeauthorizingtheuseof common carrier
transportation?

You should provide the employee:

(a) Notice that he/she is accountable for all tickets, GTRs
and other transportation documents,

(b) Your proceduresfor the control and accounting of com-
mon carrier transportation documents, including the proce-
dures for submitting unused, partially used, downgraded/
exchanged tickets, refund receipts or ticket refund applica-
tions, and denied boarding compensation; and

(c) A credit/refund address so the carrier can credit/refund
the agency for unused tickets (when the tickets have been
issued using an agency centrally billed account or by GTR).

Subpart C—Cash Paymentsfor Procuring
Common Carrier Transportation Services

§301-72.200 Under what conditions may we authorize
cash paymentsfor procuring common carrier
transportation services?

In accordance with §301-51.100.

§301-72.201 What must wedoif an employeeusescashin
excess of the $100 limit to purchase common carrier
transportation?

To justify the use of cash in excess of $100, both the
agency and traveler must certify on thetravel claim the neces-
sity for such use. See 41 CFR 101-41.203-2.

§301-72.202 Who may approve cash paymentsin excess
of the $100 limit?
You must ensure the delegation of authority for the autho-
rization or approval of cash payments over the $100 limit is
in accordance with 41 CFR 101-41.203-2.

§301-72.203 When may welimit traveler reimbur sement
for a cash payment?
If you determine that the cash payment was made under a
non-emergency circumstance, reimbursement to the traveler
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must not exceed the cost which would have been properly
chargeable to the Government had the traveler used agovern-
ment provided payment resource, (e.g., individual Govern-
ment contractor-issued travel charge card, centrally billed
account, or GTR). However, an agency can determine to
make full payment when circumstances warrant (e.g., invita-
tional travel, infrequent travelers and interviewees).

§301-72.204 What must we do to minimizetheneed for a
traveler to use cash to procure common carrier
transportation services?

You must establish procedures to encourage travelers to
use the GSA individual Government contractor-issued travel
charge card(s), or your agency’s centrally billed or other
established account, or a GTR (when no other option is avail-
able or feasible).

Subpart D—Unused, Partially Used,
Exchanged, Canceled, or Oversold Common
Carrier Transportation Services

§301-72.300 What proceduresmust weestablishtocollect
unused, partially used, and exchanged tickets?

You must establish administrative procedures providing:

(a) Written instructions explaining traveler liability for the
value of tickets issued until all ticket coupons are used or
properly accounted for on the travel voucher;

(b) Instructions for submitting payments received from
carriers for failure to provide confirmed reserved space;

(c) Thetraveler with a“hill chargesto” address, so that the
traveler can provide this information to the carrier for
returned or exchanged tickets.

(d) Procedures for promptly identifying any unused tick-
ets, coupons, or other evidence of refund due the Govern-
ment.
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§301-72.301 How do we process unused, partially used,
and exchanged tickets?

(a) For unused or partially used tickets purchased with
GTRs: You must obtain the unused or partialy used ticket
from the traveler, issue Standard Form 1170 (SF 1170)
“Redemption of Unused Ticket” to the airline and or travel
agency that issued theticket, maintain a suspensefileto mon-
itor the airline/travel agency refund, and record and deposit
the airline/travel agency refund upon receipt. See
41 CFR 102-118.145 and the U.S. Government Passenger
Transportation  Handbook  (http://fss.gsa.gov/transtrav/
usgpth.pdf) for policies and procedures regarding the use of
SF 1170.

(b) For unused or partially used tickets purchased under
centrally billed accounts: You must obtain the unused ticket
from the traveler, return it to the issuing office that furnished
the airline ticket, obtain a receipt indicating a credit is due,
and confirm that the value of the unused ticket has been cred-
ited to the centrally billed account.

(c) For exchanged tickets purchased with GTRs: You must
obtain the airline/travel agency refund application or receipt
from the traveler, and maintain a suspense file to monitor the
airline/travel agency refund. For additional guidance see
41 CFR 102-118.145 and the U.S. Government Passenger
Transportation  Handbook  (http://fss.gsa.gov/transtrav/
usgpth.pdf).

(d) For exchanged tickets purchased under centrally billed
accounts: You must obtain the airlinereceipt fromthetravel er
showing acredit is due the agency, and ensure that the unused
portion of the exchanged ticket coupon is credited to the cen-
trally billed account.
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PART 301-73—TRAVEL PROGRAMS

Authority: 5 U.S.C. 5707; 40 U.S.C. 486(c).

Subpart A—General Rules

Note to Part 301-73: For purposes of this subpart, GSA
usesa“we’’ question when referring to an agency, andan“1™’
guestion when referring to the employee.

8301-73.1 What arethe elements of a Federal travel
management program?

They are:

(a) Travel management services, including electronic
travel management services and commercia travel agents
under contract to GSA or another Federal agency;

(b) Commercial passenger transportation
(e.q., arlines, rental cars, trains, etc.);

(c) Travel payment system services such as Government
contractor-issued individualy billed cards, centrally billed
accounts, travelers checks, and automated-teller-machine
(ATM) services.

services

§301-73.2 What areour responsibilitiesto participatein

a Federal travel management program?

You must:

(a) Ensure that you have internal policies and procedures
in place to govern use of the program; and

(b) Designate an authorized representative to administer
the program.

Subpart B—Travel Management Services
(TMYS)

§301-73.100 Should weuseatravel management service?
Yes.

8301-73.101 What arethe basic servicesthat should be

covered by a travel management system?

The travel management system selected should, asamin-
imum include:

(a) The ability to provide the following as appropriate to
the agency’s travel needs:

(1) Common carrier information (e.g., flight confirma-
tion and seat assignment; compliance with the Fly America
Act, Governmentwide travel policies, and contract city-pair
fares, electronic ticketing and ticket delivery);

(2) Lodging information (e.g., room availability and
confirmation, compliance with Hotel/Motel Fire Safety Act,
per diem rate acceptability);

(3) Car renta information (e.g., availability of Govern-
ment rate and confirmation of reservations).

(b) Provide basic management information, such as:

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

(2) Policy compliance and reasons for exceptions,

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

(4) Destination points for lodging accommodations;

(5) Number of lodging nightsin approved accommoda-
tions;

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

(7) Other tasks, e.g., reconciliation of charges on cen-
trally billed accounts, processing ticket refunds.

Note to §301-73.101: The government of the District of
Columbiaisexcluded from collecting the datarequired by the
Hotel/Motel Fire Safety Act, as amended.

§301-73.102 Must werequiretravelersto useatravel
management system?

Yes, you must use a TM S selected by you for all common
carrier, lodging, and car rental accommodations to ensure
compliancewith the Hotel and Motel Fire Safety Act of 1990,
as amended (see 5U.S.C.5707a). A TMS, as defined in
§300-3.1 of this chapter, provides the services required by
§301-73.101 of this part. You must require that travelers use
the TMS selected by you to make common carrier, lodging,
and car rental reservations, unless an exemption is granted
under §301-73.103 of this part.

§301-73.103 Arethere any exceptionsto this
requirement?

Yes, exceptions to this requirement may be made as fol-
lows:

() An agency head, or his’her designee, may exempt cer-
tain types of travel arrangements from the mandatory use of
the TMS. In certain situations, it may be impractical to make
advance reservations, and therefore no reason exists to use a
TMS.

(b) Attending a conference where the conference sponsor
has negotiated with one or more lodging facilities to set aside
a specific number of rooms for conference attendees. To
ensure that the set aside rooms are used attendees are required
to book lodging directly with the lodging facility.

(c) When lodging accommaodations are required for travel
OCONUS.

Noteto §301-73.103: Agenciesmay have preexisting con-
tractual arrangements with a TMS, which require use of a
TMS even though the FTR doesnot. Agencies must alert their
employees to any such requirements.
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Subpart C—Contract Passenger
Transportation Services

§301-73.200 Must werequireour employeestouse GSA’s
contract passenger transportation services program?
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 contractor-issued travel
charge card(s), or your agency centrally billed or other estab-
lished account, or a GTR (when no other option is available
or feasible).

§301-73.202 Can contract faresbe used for personal

travel?
No.

Subpart D—Travel Payment System
8301-73.300 What isatravel payment system?

A system to facilitate the payment of officia travel and
transportation expenses which includes, but is not limited to:

301-73-2

(@) Issuance and maintenance of Government contractor-
issued individually billed charge cards;

(b) Establishment of centrally billed accounts for the pur-
chase of travel and transportation services,

(c) Issuance of travelers checks; and

(d) Provision of automated-teller-machine (ATM) services
worldwide.

§301-73.301 How do we obtain travel payment system
services?

You may participate in GSA's or another Federal agency’s
travel payment system services program or you may contract
directly with atravel payment system service if your agency
has contracting authority and you are not amandatory user of
GSA’s charge card program.

Note to §301-73.301: Under the new GSA charge card
program effective November 30, 1998, it will be your respon-
sibility to select the vendor that will be most beneficial to your
agency’stravel and transportation needs.
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PART 301-74—CONFERENCE PLANNING

Authority: 5U.S.C. 5707.
Subpart A—Agency Responsibilities

Note to Subpart A: Use of pronouns “we”, “you”, and
their variants throughout this part refers to the agency.

§301-74.1 What policies must we follow in planning a
conference?

When planning a conference, you must:

(a) Minimize all conference costs, including administra-
tive costs, conference attendees’ travel costs, and conference
attendees’ time costs;

(b) Maximize the use of Government-owned or Govern-
ment provided conference facilities as much as possible;

(c) Identify opportunitiesto reduce costsin selecting apar-
ticular conference location and facility (e.g., through the
availahility of lower rates during the off-season at a site with
seasonal rates); and

(d) Ensure that the conference planner or designee does
not retain for personal use any promotional benefits or mate-
rials received from a travel service provider as a result of
booking the conference (see §8301-53.2 and 301-53.3 of this
chapter); and

(e) Develop and establish internal policies to ensure these
standards are met.

8301-74.2 What costs should be considered when
planning a conference?

When planning a conference, you should consider all
direct and indirect conference costs paid by the Government,
whether paid directly by agencies or reimbursed by agencies
to travelers or others associated with the conference. Some
examples of such costs are:

(a) Authorized travel and per diem expenses;

(b) Hire of rooms for official business,

(c) Audiovisual and other equipment usage;

(d) Computer and telephone access fees,

(e) Light refreshments;

(f) Printing;

(9) Registration fees;

(h) Ground transportation; and

(i) Employees time at the conference and on en route
travel.

8301-74.3 What must we do to deter mine which
conference expendituresresult in the greatest
advantage to the Government?

To determine conference expenditures, you must:
(a) Assure there is appropriate management oversight of
the conference planning process,

(b) Always do cost comparisons of the size, scope, and
location of the proposed conference;

(c) Determine if a Government facility is available at a
cheaper rate than a commercia facility;

(d) Consider aternatives to a conference, e.g., teleconfer-
encing; and

(e) Maintain written documentation of the alternatives
considered and the selection rationale used.

§301-74.4 What should cost comparisonsinclude?

Cost comparisons should include, but not be limited to, a
determination of adequacy of lodging rooms at the estab-
lished per diem rates, overall convenience of the conference
location, fees, availability of meeting space, equipment, and
supplies, and commuting or travel distance of attendees. (See
Appendix E to this chapter, Suggested Guidance for Confer-
ence Planning.)

§301-74.5 How should we select a location and a facility?

Site selection is afina decision as to where to hold your
conference. The term “site” refers to both the geographical
location and the specific facility(ies) selected. In determining
the best site in the interest of the Government, you should
exercise dtrict fiscal responsibility to minimize costs. The
actions in §301-74.3 must be followed. Cost comparisons
must cover factors such as those listed in 8301-74.4. As part
of the cost comparison, you must use the established per diem
rate for the locations for which you are comparing costs.

§301-74.6 What can we do if we cannot find an
appropriate conference facility at the chosen locality
per diem rate?

While it is dways desirable to obtain lodging facilities
within the established lodging portion of the per diem rate for
the chosen locality, it may not aways be possible. In negoti-
ating lodging rates with the properties in the chosen location,
you may exceed the established lodging portion of the per
diem rate by up to 25 percent under §8301-74.8 and 301-74.9,
if necessary. This will provide flexibility in selecting an
appropriate property at the most advantageouslocation. It will
also permit agencies to reimburse their employees subsis-
tence expenses by using the conference lodging allowance
method as prescribed in §301-74.8 for a Government spon-
sored conference and in §301-74.9 for non-Government spon-
sored conferences, rather than the actual expense method
prescribed in Subpart D of Part 301-11 of this chapter.

§301-74.7 What isthe conference lodging allowance?
The conference lodging alowance is a pre-determined

maximum allowance of up to 25 percent greater than the

applicablelocality lodging portion of the per diem rate. Under
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this reimbursement method, employees will be reimbursed
the actual amount incurred for lodging up to the conference
lodging allowance.

§301-74.8 Who may authorize reimbursement of the
conference lodging allowance for a Gover nment
sponsored conference?

The approval authority for the conference lodging allow-
ance is the Government agency sponsoring the conference.
The sponsoring agency will determinethe appropriate confer-
ence lodging allowance, up to 25 percent above the estab-
lished lodging allowancefor the chosen |location, and that rate
shall be alowablefor al employees of any agency authorized
to attend the conference. The determination must be made by
asenior agency officia at the sponsoring agency.

§301-74.9 Who may authorize reimbursement of the
conference lodging allowance for a non-Gover nment
sponsored conference?

The travel approving official of a Government employee
authorized to attend anon-Government sponsored conference
may authorize the employee to be reimbursed for lodging
expenses incurred up to the conference lodging alowance
rate.

§301-74.10 May the conference lodging allowance ever
exceed 25 percent abovethelodging per diem rate?
No, the conference lodging allowance may not exceed 25

percent above the applicable locality lodging per diem rate.

§301-74.11 May we providelight refreshmentsat an
official conference?

Yes. Agencies sponsoring a conference may provide light
refreshments to agency employees attending an official con-
ference. Light refreshments for morning, afternoon or
evening breaks are defined to include, but not be limited to,
coffee, tea, milk, juice, soft drinks, donuts, bagels, fruit, pret-
zels, cookies, chips, or muffins.

§301-74.12 May we use both the conference lodging
allowance method and the actual expense method of
reimbur sement concurrently?

No. You must only use one reimbursement method per day
in accordance with §301-11.4 of this chapter.

§301-74.13 May we include conference administrative
costsin an employee’sper diem allowance payment for
attendance at a conference?

No. Per diem is intended only to reimburse the attendee’s
subsistence expenses. You must pay conference registration
fees separately, either directly or by reimbursing employees
who pay such expenses and submit travel claims.
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§301-74.14 Arethereany special requirementsfor
sponsoring or funding a conference at a hotel, motel or
other place of public accommodation?

Yes. When you sponsor or fund (see 15 U.S.C. 22253), in
whole or in part, a conference at a place of public accommo-
dation inthe United States, you must use an approved accom-
modation (see 8300-3.1 of this title), except as provided in
§301-74.15. This provision aso applies to the government of
the District of Columbiawhen it expends Federal funds for a
conference and any non-Federa entity which uses Govern-
ment funds to sponsor or fund a conference.

8301-74.15 May wewaivetherequirement in §301-74.147?

Yes, if the head of your agency makes a written determi-
nation on an individual case basis that waiver of the require-
ment to use approved accommodations is necessary in the
public interest for a particular event. Your agency head may
delegate this waiver authority to a senior agency official or
employee who is given waiver authority with respect to al
conferences sponsored or funded, in whole or in part, by your

agency.

§301-74.16 What must beincluded in any advertisement
or application form relating to conference attendance?
(d) Any advertisement or application for attendance at a

conference described in §301-74.14 must include:

(1) Notice of the prohibition against using anon-FEMA
approved place of public accommodation for conferences;
and

(2) Notice that the conference lodging allowance
appliesto Federa attendees, if applicable.

(b) In addition, any executive agency, as defined in
5U.S.C. 105, shall notify all non-Federa entities to which it
provides Federal funds of this prohibition.

§301-74.17 What special rulesapply when aconferenceis
held in the District of Columbia?

In addition to the general rules provided in this part, the
following special rules apply:

(a) You may not directly procure lodging facilities in the
District of Columbia without specific authorization and
appropriation from Congress (see 40 U.S.C. 34); and

(b) It is no longer mandatory that you contact GSA for
meeting or conference facilities in the District of Columbia.
However, you are encouraged to contact the GSA Public
Buildings Service (PBS) of the National Capital Region to
inquire about the availability of short-term conference and
meeting facilities in the District of Columbia. For additional
information see the Customer Desk Guide for Real Property
Management, Chapter 1. The Customer Desk Guide can be
found on the worldwide web at http://www.gsa.gov/
attachments/GSA_PUBLICATIONS pub/

Customer Guidebookmar kedver sion. pdf.
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§301-74.24

Note to §301-74.17(a): This provision does not prohibit
payment of per diem to an employee authorized to obtain
lodging in the District of Columbiawhile performing official
business travel.

§301-74.18 What policies and procedures must we
establish to govern the selection of conference
attendees?

You must establish policies that reduce the overall cost of
conference attendance. The policies and procedures must:

(a) Limit your agency’s representation to the minimum
number of attendees determined by asenior official necessary
to accomplish your agency’s mission; and

(b) Provide for the consideration of travel expenses when
selecting attendees.

8301-74.19 What records must we maintain to document
the selection of a conference site?

For each conference you sponsor or fund, in whole or in
part for 30 or more attendees, you must maintain a record of
the cost of each aternative conference site considered. You
must consider at least three sites. You must make these
records available for inspection by your Office of the Inspec-
tor Genera or other interested parties.

Subpart B—Conference Attendees

Note to Subpart B: Use of pronouns “we”, “you”, and
their variants throughout this part refers to the agency.

§301-74.21 What isthe applicable M& | E rate when
mealsor light refreshmentsarefurnished at nominal or
no cost by the Government or areincluded in the
registration fee?

When meals or light refresnments are furnished at nominal
or no cost by the Government or are included in the registra-
tion fee the applicable M& I E will be calculated as follows:

(a) If meals are furnished the appropriate deduction from
the M &I E rate must be made (see §301-11.18 of this chapter).

(b) If light refreshments are furnished, no deduction of the
M&IE allowanceis required.

§301-74.22 When may an employee, attending a
conference, be authorized the conference lodging
allowance?

An employee, authorized to attend a conference, may be
authorized the conference lodging allowance as prescribed in

§8301-74.8 and 301-74.9.

§301-74.23 Istheconferencelodging allowance an actual
expense reimbur sement?
No. The conference lodging alowance is a separate
method of reimbursement for lodgings expenses.

§301-74.24 When should actual expense reimbursement
be authorized for conference attendees?

If the conferencelodging allowance till isinadequate, you
may authorize actual expense reimbursement under
§301-11.300 of this chapter in lieu of the conference lodging
allowance method.
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§301-75.103

PART 301-75—PRE-EMPLOYMENT INTERVIEW TRAVEL

Authority: 5U.S.C. 5707.

Subpart A—General Rules

§301-75.1 What isthe purpose of the allowance for pre-
employment interview travel expenses?
To help you recruit highly qualified individuals.

§301-75.2 May we pay pre-employment interview travel
expenses?

Yes, if you determine it is in the best interest of the Gov-
ernment to do so. However, pre-employment travel expenses
may not be authorized to offset or defray other expenses not
allowable under this subpart.

§301-75.3 What governing policiesand procedures must
we establish related to pre-employment interview
travel?

You must establish policies and procedures governing:

(&) When you will pay pre-employment interview travel
expenses, including the criteria for determining which indi-
viduals or positions qualify for payment of such expenses;

(b) Who will determine, in each individual case, that aper-
son qualifies for pre-employment interview travel expenses;
and

(c) Who will determine what expenses you will pay for
each individual interviewee.

§301-75.4 What other responsibilitiesdo wehavefor pre-
employment interview travel?

You must:

(a) Provide your interviewees with a list of FEMA
approved accommodations in the vicinity of the interview,
and encourage them to stay in an approved accommodation;

(b) Inform the interviewee that he/she is responsible for
excess cost and any additional expenses that he/she incursfor
personal preference or convenience;

(c) Inform the interviewee that the Government will not
pay for excess costs resulting from circuitous routes, delays,
or luxury accommodations or services unnecessary or unjus-
tified in the performance of official business;

(d) Assist theinterviewee in preparing the travel claim;

(e) Provide the interviewee with instructions on how to
submit the claim; and

(f) Inform theintervieweethat he/she may subject himself/
herself to criminal penaltiesif he or she knowingly presentsa
false, fictitious, or fraudulent travel claim 18 U.S.C. 287 and
1001.

Subpart B—Travel Expenses

§301-75.100 Must we pay all of the interviewee' s pre-
employment interview travel expenses?

If you decide to pay the interviewee per diem or common
carrier transportation costs, you must pay the full amount of
such cost to which the interviewee would be entitled if the
interviewee were a Government employee traveling on offi-
cial business.

§301-75.101 What pre-employment interview travel

expenses may we pay?

You may pay the following expenses:

(a) Transportation expenses as provided in Part 301-10 of
this chapter;

(b) Per diem expenses as provided in Part 301-11 of this
chapter;

(c) Miscellaneous expenses as provided in Part 301-12 of
this chapter; and

(d) Travel expenses of an individual with a disability or
specia need as provided in Part 301-13 of this chapter.

§301-75.102 What pre-employment interview travel
expenses are not payable?

You may not pay expensesfor:

(a) Use of communication servicesfor purposes other than
communication directly related to travel arrangement for the
Government interview.

(b) Hire of aroom at ahotel or other placeto transact offi-
cial business.

§301-75.103 What areour responsibilities when we
authorize an interviewee to use common carrier
transportation to perform pre-employment interview
travel?

You must provide the interviewee with one of the follow-
ing:

(@) A common carrier ticket;

(b) A GTR; or

(c) A point of contact with your travel management center
to arrange the common carrier transportation. In thisinstance,
you must notify the travel management center that the inter-
viewee is authorized to receive aticket for thetrip;

(d) Written instructions explaining your procedures and
the liability of the interviewee for controlling and accounting
for passenger transportation documents, if common carrier
transportation is required;

(e) A credit/refund address for any common carrier trans-
portation provided for unused government furnished tickets.

301-75-1
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Subpart C—Obtaining Travel Servicesand
Claiming Reimbur sement

§301-75.200 How will we pay for pre-employment
interviewee travel expenses?

§301-75.202 What must we do if theinterviewee
exchangestheticket he or she has been issued?

If You will inform thetraveler

For

You will

Common carrier transportation
expenses other than local
transportation.

Bill the expensesto a centraly
billed or other agency established
account or provide the traveler
with a GTR when no other option
isavailable or feasible.

The new ticket ismore expensive|That he/she must pay the

than the ticket you provided. difference using personal funds
and he/she will not receive
reimbursement for the extra
amount.

Other expenses.

Require payment by the
interviewee and reimburse the
interviewee for alowable travel
expenses upon submission and
approval of higher travel claim.

§301-75.201 May we allow theintervieweeto use
individual Gover nment contractor-issued char gecards
for pre-employment interview travel?

No.

301-75-2

The new ticket isless expensive [Provide the interviewee with a
than the ticket you provided. credit/refund addressby attaching
acopy of the GTR, or some other
document containing this
information, to either theticket or
the travel authorization as
provided in the U.S. Government
Passenger Transportation
Handbook” (http://fss.gsa.gov/

transtrav/usgpth.pdf).

§301-75.203 May weprovidetheintervieweewith atravel
advance?
No.

§301-75.204 May we use Government contractor-issued
travelers checksto pay for theinterviewee'stravel
expenses?

No.

§301-75.205 |stheintervieweerequiredtosubmit atravel
claim tous?

No. Only if the interviewee wants to be reimbursed, then
he or she must submit atravel claim in accordance with your
agency proceduresin order to receive reimbursement for pre-
employment interview travel expense.
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Part 301-76—Collection of Undisputed Delinquent Amounts Owed to the Contractor Issuing the Individually

Billed Travel Charge Card

§301-76.103

PART 301-76—COLLECTION OF UNDISPUTED DELINQUENT AMOUNTSOWED TO
THE CONTRACTOR ISSUING THE INDIVIDUALLY BILLED TRAVEL CHARGE CARD

Authority: 5U.S.C. 5707; 40 U.S.C. 486(c); Sec. 2,
Pub. L. 105-264, 112 Stat. 2350 (5 U.S.C. 5701 note).

Subpart A—General Rules

Note to Subpart A: Use of pronouns “we”, “you”, and
their variants throughout this part refers to the agency.

§301-76.1 May wecollect undisputed delinquent amounts
that an employee (includingmember sof theuniformed
services) owesto a Government travel charge card
contractor?

Yes, upon written request from the contractor and in accor-
dance with the procedures specified in §301-76.100, you may
collect undisputed amounts owed to a Government travel
charge card contractor from the delinquent employee's dis-
posable pay. You must promptly forward al amounts
deducted to the contractor.

8301-76.2 What is disposable pay?

Disposable pay isthe part of the employee's compensation
remaining after the deduction of any amountsrequired by law
to be withheld. These deductions do not include discretionary
deductions such as savings bonds, charitable contributions,
etc. Deductions may be made from any type of pay, e.g., basic
pay, specia pay, retirement pay, or incentive pay.

Subpart B—Policies and Procedures

Note to Subpart B: Use of pronouns “we”, “you”, and
their variants throughout this part refers to the agency.

§301-76.100 Arethereany dueprocessrequirementswith
which we must comply before collecting undisputed
delinquent amounts on behalf of the charge card
contractor?

Yes, you must:

(a) Provide the employee with written notice of the type
and amount of the claim, the intention to collect the claim by
deduction from hig’her disposable pay, and an explanation of
his/her rights as a debtor;

(b) Give the employee the opportunity to inspect and copy
your records related to the claim;

(c) Allow an opportunity for areview within the agency of
your decision to collect the amount; and

(d) Provide the employee an opportunity to make awritten
agreement with the contractor to repay the delinguent amount.

§301-76.101 Whoisresponsiblefor ensuringthat all due
process and legal requirements have been met?
You areresponsiblefor ensuring that all requirementshave
been met.

§301-76.102 Can we collect undisputed delinquent
amountsif we have not reimbur sed the employee for
amountsreimbursable under applicable travel
regulations?

No, you may only collect undisputed delinquent amounts
after you have reimbursed the employee under the applicable
travel regulations and in accordance with a proper travel
claim. However, if the employee has not submitted a proper
travel claim within the timeframe requirements of §301-52.7
of this chapter, and there are no extenuating circumstances,
you may collect the undisputed delinquent amounts.

§301-76.103 What isthe maximum amount we may
deduct from the employee’s disposable pay?

Asset forth in Public Law 105-264, 112 Stat. 2350, Octo-
ber 19, 1998, the maximum amount you may deduct from the
employee’s disposable pay is 15 percent per pay period,
unless the employee consents in writing to deduction of a
greater percentage.
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Appendix A to Chapter 301—Prescribed Maximum Per Diem Ratesfor CONUS

For the Continental United States (CONUS) per diem rates, see applicable FTR Per Diem Bulletins, issued periodically and
available on the Internet at http: //www.gsa.gov/perdiem.
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Appendix B

Appendix B to Chapter 301—Allocation of M& IE Rates To Be Used in Making
Deductions From the M& | E Allowance

M&IE ratesfor localitiesin nonforeign areas (prescribed in Civilian Personnel Per Diem Bulletins published periodically in
the Federal Register by the Secretary of Defense) and for localities in foreign areas (established by the Secretary of State in
section 925, a per diem supplement to the Standardized Regulations (Government Civilians, Foreign Areas)) shall be allocated
as shown in this table when making deductions from nonforeign or foreign area per diem rates.

7 S 7 S

5| €| B| 3 5| €| 2| 3

M&IE Rate ($)* 51 31 8| 2 M&|E Rate ($)* s 3| 5| 2

1. $0| $0 %0 91 43 6 11| 17, 9
2 o o 1 1 L 77 1] 177 9
3 o 1 1 1 a5 77 11 18 9
4 1 1 1 1 46 .. 77 12 18 9
B, 1 1 2 1 a7 7 12 19 9
6., 1 2 2 1 a8 7 12 19 10
7 1 2 3 1 9. 7 12 20 10
8., 1 2 3 2 50 . 8~ 12 20 10
< 1 2 4 2 BT ... 8 13 20 10
0. ... . 2 2 4 2 52 8 13 21| 10
T, 2 3 4 2 53 ..., 8 13 21| 11
2. 2 3 5§ 2 7 8~ 14 21 11
B 2 3 5 3 55 . 8 14 22 11
7 2 4 5 3 56 . 8 14 23 11
5. 2 4 6 3 57 o 14 23 11
16 ... 2 4 7 3 B8 . o 15 23 11
7. . 3 4 7 3 59 ..., o 15 24 11
8. . 3 5 7 3 60 ... . ..., o 15 24 12
9. . 37 5 8 3 6L ... ..., o 15 25 12
20 3 5 8§ 4 62 ... o 16 25 12
2T . 37 5 9 4 B3 ... o 16 25 13
22 3 6 9 4 B4 .. 10 16 25 13
23 3 6 9 5 65 ... ..., 10 16| 26| 13
24 48 9 5 [ 10 17] 26| 13
25 4 6 10 5 67 0] 17] 27 13
26 . 4 7 10 5 B8 . ... ..., 00 17] 27 14
27 4 7 1 5 69 ... ..., 0] 17] 28 14
28 4 7 1 6 70 . 1] 177 28 14
29 .. a7 12 6 4 I 18] 28 14
0. 57 7 12 6 72 I 18] 29 14
3. 57 8 12 6 73 I 18] 29 15
32 5 8 13 6 2 I 190 29 15
3B . 5 8 13 7 75 I 19] 30 15
S 5 9 13 7 76 . I 19] 31 15
3B 5 9 14 7 77, 12 19 31 15
36 .. 57 9 15 7 78 12 200 31 15
37 6 9 15 7 79 ., 12 200 32 15
3. 6 10| 15 7 80 ... ... 12 200 32 16
39 .. 6 10| 16 7 8L ... . ..., 12 20 33 16
0 .. 6] 10 16 8 82 . . 12 21 33 16
a1 6 10| 17] 8 83.. .. ... 12 21 33 17
a2 o 6 11| 171 8 84 ..., 3 21 33 17
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3 3

“% = o % g = o] g

8| 8| E| 3 8| 2] £| 3

M& | E Rate ($)* 51 31 51 £ M&|E Rate ($)* 51 31 51 £
85 . 130 21} 34 17 139 .. 21 35 56| 27
86 ... 13) 22| 34 17 140 .. oo 21 35 56| 28
87 13 22 35 17 141 ... 21 35 57 28
88 . 13 22 35 18 142 .. 21 36 57 28
89 .. 13 22 36 18 143 21 36 57 29
QO . 14 22 36 18 144 . . 22 36 57 29
91 .. 14 23 36 18 145 . . 22 36 58 29
[ 72 14 23] 37| 18 146 .. .o 221 377 58 29
[ T 14 23 37 19 147 o 22 37 59 29
[ 14 24 37 19 148 .. 22 37 59 30
[ 14 24] 38 19 149 . . 22 37 60 30
96 ... 14 24 39 19 150 ... 23 37 60 30
07 15 240 39 19 151 .. 23 38 60 30
98 . 150 25 39 19 152 . 231 38 61 30
90 . 15 25 40 19 153 . 23 38 61 31
100 .. o 15 25 400 20 154 . 23 39 61 31
101 ... 15 25 41 20 155 . 23 39 62 31
102 ..o 15 260 41 20 156 ... 23 39 63 31
103 ... 15 260 41 21 157 24 39 63 31
104 ... 16 26| 41 21 158 .. 241 400 63 31
105 . . 16 26| 42 21 159 . 24 40 64 31
106 .. oo 16 2/ 42 21 160 . ..o 24 40 64 32
107 ..o 16 271 43 21 161 ... 24 40 65 32
108 .. .. 16 271 43 22 162 ... 24 41 65 32
109 ... 16 21 44 22 163 ... 24 41 65 33
110 ..o 17 271 44 22 164 ... 25 41 65 33
111 17 28| 44 22 165 . . o 25 41 66 33
112 17 28| 45 22 166 .. .o 25 42 66 33
113 . 17 28| 45 23 167 . o 25 42 67 33
114 ... 17 29 45 23 168 ... 25 42 67 34
115 . 17 29| 46 23 169 ... 25 42 68 34
116 ..o 17, 29] 47| 23 170 .. oo 26 420 68 34
117 . 18 29 47 23 171 26| 43 68 34
118 . 18 30 47 23 172 26 43 69 34
119 .. 18 30 48 23 173 26 43 69 35
120 ..o 18 30 48] 24 174 . 260 44] 69 35
121 . 18 30 49 24 175 260 44 70 35
122 18 31 49 24 176 ..o 260 44 71 35
123 18 31 49 25 177 271 44 71 35
124 .. 19 31 49 25 178 2/l 45 71 35
125 19 31 50 25 179 . 27| 45 72 35
126 ... 19 32 50 29 180 ... 27 45 72 36
127 . 19 32 51 25 181 ... 27 45 73 36
128 .. 190 32| 51 26 182 . 271 46 73] 36
129 19 32 52 26 183 . 2/ 46 73 37
130 . o 200 32 52 26 184 .. . 28] 46 73 37
131 . 200 33 52 26 185 . 28| 46 74 37
132 200 33 53 26 186 . ... 28| 47 74 37
133 .. 200 33 53 27 187 . 28| 47 75 37
134 . 200 34 53 27 188 ..o 28 47 75 38
135 . 200 34 54 27 189 ..o 28 47 76| 38
136 ..o 200 34] 55 27 190 . ..o 29 47 76 38
137 21 34 55 27 191 ... 29 48 76 38
138 .. 21 35 55 27 192 . 29| 48 77 38
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3 =
“% = o) % “%5 = o %
8| 8| E| 3 8| 2] £| 3
M&I|E Rate ($)* & = a < M&IE Rate ($)* & > a <
193 . ... . 29 48] 77 39 2AT 37 62 99 49
194 ... . . 290 49 77 39 248 . 37 62 99 50
195 . ... 29 49 78] 39 249 .. 37| 62| 100 50
196 ... ... 290 49 79 39 250 . . 38| 62| 100 50
197 ... 300 49 79 39 251 38| 63 100 50
198 ... .. 300 50 79 39 25 38| 63 101 50
199 ... ... .. 300 50 80 39 253 38| 63 101 51
200 .. .. 300 50 80 40 25 38| 64 101 51
201 ... ... 300 50 81 40 25 38| 64| 102 51
202 ... 300 51 81 40 256 . 38| 64| 103 51
203 ... . 300 51 8l 41 25T 39 64| 103 51
204 ... . 31 51 8l 41 258 39 65 103 51
205 ... . 31 51 82 41 259 39 65 104 51
206 ... 31 52 82 41 260 ... 39 65| 104 52
207 .. . 31 52 83 41 261 ... 39 65 105 52
208 .. . 31 52 83 42 262 . 39 66| 105 52
200 ... .. 31 52 84 42 263 . . 39 66| 105 53
210 .. ... 32 52 84 42 264 . 40 66| 105/ 53
211 .. 32 53 84 42 265 ... 40 66| 106 53
gg """""""""""""" gg 22 gg f’é * For M&IE rates greater than $265, allocate 15%, 25%, and 40%
"""""""""""""" of the total to breakfast, lunch, and dinner, respectively. The
214 32 54 85 43 remainder is the incidental expense allowance.
215 . . 32 54 86| 43
216 ... . . 32 54 87 43
217 . . 33 54 87 43
218 . 33 55| 87 43
210 ... . 33 b5 88 43
220 ... 33 55| 88 44
221 ... 33 55| 89 44
222 33 56| 89 44
223 33 56| 89 45
224 e 34 56| 89 45
225 34 56 90| 45
226 . 34 57 90 45
220 34 57 91 45
228 . 34 57 91| 46
229 .. 34 57 92| 46
230 . 35 57 92| 46
231 ... 35 58] 92/ 46
232 35 58| 93] 46
233 35 58] 93 47
234 . 35 59 93] 47
235 35 59 94 47
236 e 35 59 95 47
237 36 59 95 47
238 36 60| 95 47
239 . .. 36 60 96 47
240 ... ... 36 60 96| 48
241 ... 36 60 97| 48
242 36 61 97| 48
243 36 61 97| 49
244 . 37 61 97| 49
245 . 37 61 98] 49
246 ... ... 37 62 98] 49
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Appendix C

Appendix C to Chapter 301—Standard Data Elementsfor Federal Travel

[TRAVELER IDENTIFICATION]

Group name

Data elements

Description

Travel Authorization

Authorization Number

Assigned by the appropriate office.

Employee name

First Name, Middle Initial, Last Name

Agency guidelines may specify the order, e.g., last namefirst.

Employee Identification

Employee Number

Must useanumber, e.g., SSN, vendor number, or other number that
identifies the employee.

Travel Purpose |dentifier

Sitevisit

Information meeting

Training attendance

Speech or presentation

Conference attendance

Relocation

Same as change of official station.

Entitlement travel

Travel Period Start Date, End Date Month, Day, Year according to agency guidelines.
Travel Type CONUS/Domestic Travel within continental United States.
OCONUS/Domestic Travel outside continental United States.
Foreign Travel to other countries.

Leave Indicator

Annual, Sick, Other

Identifies leave type as the reason for an interruption of per diem
entitlement.

Official Duty Station City, State, Zip Either the corporate limits of city/town or the reservation, station,
established area where stationed.
Residence City, State, Zip The geographical location where employee resides, if different
from official duty station.
Payment Method EFP Direct deposit via electronic funds transfer.
Treasury Check
Imprest Fund
Mailing Address Street Address, City, State, Zip Thelocation designated by the travel er based on agency guidelines.
[COMMERCIAL TRANSPORTATION INFORMATION]
Group name Data elements Description
Transportation Payment Method employee used to purchase transportation tickets.
Method Indicator GIR U.S. Government Transportation Request.

Central Billing Account

A Contractor centrally billed account.

Government Charge Card

In accordance with and as provided by agency guidelines.

Cash

Transportation Payment
| dentification Number

Payment ID Number

A number that identifies the payment for the transportation tickets,
according to agency guidelines, e.g., GTR number, Govt.
contractor-issued charge card number.

Transportation Method
Indicator

Air (Premium Class)
Air (Non-premium Class)
Non-contract Air, Train, Other

Common carrier used as transportation to TDY location.

Local Transportation
Indicator

POV, Car rental, Taxi, Other

IdentifiesTocal transportation used while on TDY.
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[TRAVEL EXPENSE INFORMATION]

Group name Data elements Description
Per Diem Total Number of Days The number of daystraveler clams to be on per diem status, for
each official travel location.
Total Amount Claimed The amount of money traveler claims as per diem expense.
Lodging, Meals & Incidentals
Travel Advance Advance Outstanding Theamount of travel advance outstanding, when theemployeefiles
the travel claim.
Remaining Balance The amount of the travel advance that remains outstanding.
Subsistence Actua Days Total number of days the employee charged actual subsistence

expenses.
The number of days must be expressed as a whole number.

Total Actual Amount

Total amount of actual subsistence expenses claimed as authorized.
Actual subsistence rate, per day, may not exceed the maximum
subsistence expense rate established for official travel by the
Federal Travel Regulation.

Transportation Method Cost

Air (Premium Class)

The amount of money the transportation actualy cost the traveler,
entered according to method of transportation.

Air (Non-premium class) Non-contract Air,
Train

Bus or other form of transportation.

Other

Local Transportation

POV mileage

Total number of miles driven in POV.

POV mileage expense

Total amount claimed as authorized based on mileage rate.
Different mileage rates apply based on type and use of the POV.

Car rental, Taxis, Other

Constructive cost

Constructive cost

The difference between the amount authorized to spend versusthe
amount claimed.

Reclaim

Reclaim amount

An amount of money previously denied as reimbursement for
which additional justification is now provided.

Total Claim

Total clam

The sum of the amount of money claimed for per diem, actual
subsistence, mileage, transportation method cost, and other
expenses.

[ACCOUNTING AND CERTIFICATION]

Group name

Data elements

Description

Accounting Classification

Accounting code

Agency accounting code.

Non-Federal Source

Per Diem, Subsistence, Transportation

Indicates the type of travel expense(s) paid, in part or totally, by a

Indicator non-Federal source.

Non-Federal Source Check, EFT, Payment “in-kind” Tota payment provided by non-Federal source according to method
Payment Method of payment.

Signature/Date Fields Claimant Signature Traveler's signature, or digital representation. The signature

signifies the traveler read the “fraudulent claim/responsibility”
statement.

Date

Date traveler signed “fraudulent claim/responsibility” statement.

Claimant Signature

Traveler's signature, or digital representation. The signature
signifiesthe traveler read the “Privacy Act” statement.

Date

Date traveler signed “Privacy Act” statement.

Approving Officer Signature

Approving Officer’s signature, or digital representation. The
signature signifiesthe travel claim is approved for payment based
on authorized travel.

Date

Date Approving Officer approved and signed the travel claim.

Certifying Officer Signature

Certifying Officer’s signature, or digital representation. The
signaturesignifiesthetravel claimiscertified correct and proper for
payment.

Date

Date Certifying Officer signed the travel claim.

Noteto Appendix C: Agencies must ensure that a purpose code is captured for those individuals traveling under unlimited

open authorizations.
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Appendix D

Appendix D to Chapter 301—Glossary of Acronyms

ATM:
CFR:
CMTR:
CONUS:
CSRS:
DOD:
DOJ
DSSR:
EFT:
FAM:
FEMA:
FERS:
FHA:
FOB:
FTR:
FTS.
GAO:
GBL:
GEBAT:
GOCO:
GPO:
GSA:
GTR:
ID:
IDL:
IRC:
IRS:
JFTR:
JTR:
M&IE:
M&O:
MOU:
MTR:
NIST:
OCONUS:
OGE:
OMB:
PCS.
PDS:
PIN:
POV:
PTA:

PDTATAC:

Q&A:
RIT:
SES:
SSN:
TCS.
TDY:
TMC:
TMS:
TQSE:
U.S.C.:
VA:
WAE:
WTA:

Automated Teller Machine

Code of Federal Regulations

Combined Margina Tax Rate
Continental United States

Civil Service Retirement System
Department of Defense

Department of Justice

Department of State Standardized Regulations
Electronic Funds Transfer

Foreign Affairs Manual

Federal Emergency Management Agency
Federal Employees Retirement System
Federal Housing Administration

Free On Board

Federal Travel Regulation

Federal Telecommunications System
General Accounting Office

Government Bill of Lading

Government Excess Baggage Authorization Ticket
Government Owned Contractor Operated
Government Printing Office

Genera Services Administration
Government Transportation Request
Identification

International Date Line

Internal Revenue Code

Internal Revenue Service

Joint Federal Travel Regulations

Joint Travel Regulation

Meals and Incidental Expenses
Management and Operating
Memorandum of Understanding

Marginal Tax Rate

National Institute of Standards and Technology
Outside the Continental United States
Office of Government Ethics

Office of Management and Budget
Permanent Change of Station

Permanent Duty Station

Personal 1dentification Number

Privately Owned Vehicle

Prepaid Ticket Advice

Per Diem, Travel and Transportation Allowance Committee
Question and Answer

Relocation Income Tax

Senior Executive Service

Social Security Number

Temporary Change of Station

Temporary Duty

Travel Management Center

Travel Management Services/System
Temporary Quarters Subsistence Expenses
United States Code

Department of Veterans Affairs

When Actually Employed

Withholding Tax Allowance
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Chapter 301—Temporary Duty (TDY) Travel Allowances

Appendix E

Appendix E to Chapter 301—Suggested Guidance for Conference Planning

Terms

Conference: A meeting, retreat, seminar, Symposium or
event that involves attendee travel. The term “conference”
also applesto training activities that are considered to be con-
ferences under 5 CFR 410.404.

Conference lodging allowance: The rate that is up to 25
percent above the established lodging per diem rate.

Milestone schedule: Deadlines, which need to be reached
in a progressive and orderly manner.

Planner: The person designated to oversee the conference.

Planning committee: Operational group significantly con-
tributing to a conference’s overall success and able to fully
reflect the needs of both the agency and the attendees.

Getting Sarted

Depending on the size, type, and intended effect of the
conference, start planning aminimum of oneyear in advance.
Designate a planner and a planning committee.

Planning Committee

Functions typically include, but are not limited to:

» Establishing a set of objectives.

» Developing atheme.

» Making recommendations for location, agenda, dates,
and logistics, e.g., schedule, exhibits, speaker.

» Making suggestions as to who should attend.

» Serving as communications link between planners and
participants.

» Evauation and follow-up.

Milestone Schedule

(a) Develop a milestone schedule, which is essentia to
conference planning, by working backward from the begin-
ning date of the conference to include each major step. Exam-
plesinclude:

« Planning committee meetings.

Preparation of mailing lists.
L etters of invitation.
Designation of speakers.
Confirmation letters to speakers.
Confirmation with site selection official.
Preparation of agenda.
Preparation of specification sheet.
L ocation and date selection.
Exhibits.
Budget.
Printing requirements.
Signage.
Conference information packages.

¢ Scheduling photographer (if planned).

¢ Use of agency sea and conference logo.

« Handicapped requirements.

e Planning of meals and refreshments, if appropriate.
(b) Establish completion dates for each major step.
(c) Update and revise the schedul e as needed.

Specification Sheet

A detailed specification sheet is necessary to:

(a) Identify essential elements of a conference which typ-
ically include, but are not limited to:

« Sleeping rooms and on-site food services. It is gen-
erally best to estimate on thelow side for the number
of sleeping rooms and meals to be prepared. Facili-
ties, unlessthereis only limited available space, are
usually prepared to increase the number of sleeping
rooms and meal's; however, they discourage—and in
some cases penalize—you if the dleeping room and
meal guarantees are not met.

¢ Meeting rooms.

« Exhibit facilities.

¢ Audio-visual equipment and support services.

¢ Miscellaneous support services.

¢ Sleeping roomswith amenities, e.g., Internet access,
data ports, conference call, and voice mail.

(b) Determine costs:

e Procurement. Bring contracting officer into the pro-
cess early. All agreements and decisions should be
written and agreed to by the agency-contracting
officer before being sent to the facility.

e Government per diem rates. The government per
diem rate applies to Federal attendees. Application
of it to non-Federal attendees is at the discretion of
the property and conference negotiator.

« Registration fee. Generally, the registration fee cov-
ersal direct expenditures of agency funds for plan-
ning and organization of a conference, e.g., meeting
room accommodations, meals, light refreshments (if
appropriate), speaker fees, publications, and materi-
as. Anything directly relating to the conference,
except liquor, can beincluded in the fee. To estimate
the registration fee, divide the proposed budget by
the estimated number of attendees.

Budgeting

Decide how the conference expenses (other than sleeping
room accommodations and individual meals) will be paid,
i.e., by the attendee from a training or registration fee, or
directly by the agency.
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Conference Site Selection

Minimize total costs, all factors considered.

Geogr aphic L ocation

In determining where to locate the conference, consider:

» Targeted audience.

e Total costs, including per diem, transportation, and
other.

» Accessibility by car or air.

»  Whether recreational activities are necessary.

» Theexpense of desired facility (significant savings can
be achieved in off-season periods).

Types of Facilities

Federal Government. Use Government-owned or Govern-
ment-provided conference facilities to the maximum
extent possible.

Convention centers. Excellent for very large meetings,
trade shows and exhibits; usually located near alarge num-
ber of hotels.

Conference centers. Dedicated meeting facilities; good for
smaller meetings when numerous breakout sessions are
planned.

Colleges and universities. Many have good meeting facil-
ities and can offer sleeping accommodations when school
isnot in session.

Hotels. Commercial facilities that may be used to meet all
conference needs or just the room night needs.

Date Selection

For availability and economical reasons, the best months

are April, May, September, October, and November. You
should book the facility as early as possible to increase the
chances of getting the date you want. However, pay particular
attention to commitments for September or October due to
fiscal year budget considerations.

Considerations When Choosing a Site

(a) Isthefacility:

» Cost effective, e.g., are Government rates honored?

» Sdfe, eg., FEMA-approved?

* Isthere on-site security personnel?

» Easily reached from an airport or by car?

* Clean?

* WAl run, e.g., does the staff seem to be competent
and responsive?

» Laid out in afunctiona way?

» Large enough to supply the number of sleeping
rooms required?

» Set up to provide necessary conference registration
equipment?

» Handicapped accessible?

301-E-2

(b) Parking:

¢ |sit adequate?

¢ How closeto the facility isit?

e Isit secure and safe?

¢ |sthe cost separate?

(c) Sleeping rooms:

« Will the facility make the reservations, or are you
responsible for making the reservations for partici-
pants?

¢ What arethefacility’s registration rules?

¢ What are departure rules?

(d) Functionality of meeting rooms:

* |sappropriate space available?

* What costs are involved?

¢ |s needed equipment available (i.e., for conference
registration, faxes, phones, computers, copiers)? Do
not rent equipment unlessit is absolutely unrealistic
to bring your own.

« Are rooms designated for agency use for the dura-
tion of the conference?

» Arethere columns that can block views?

e Are cellings high enough for audio-video equip-
ment?

* Areroomssuitablefor both classroom and/or theatre
setups?

¢ Arethere windows? Shades?

¢ Arethere manually-controlled thermostats?

¢ Arerooms handicapped accessible?

e Where are electrical outlets?

¢ Cantherooms be darkened?

* Would it be more economical to bring audio-visual
equipment?

¢ Does the facility want meeting schedules and room
layouts in writing in advance of the conference?

¢ |f necessary, can the rooms be entered the evening
before for an early setup?

« Will the facility arrange for room setup if given a
layout?

¢ What set-up costs are included?

¢ What are departure rules?

(e) Exhibits:

e |f exhibits are planned, is suitable exhibit space
available?

* Areeaselsavailable at no cost?

¢ What are the put-up and takedown times?

¢ What costs are involved?

e What about pre-delivery and after-conference
arrangements?

¢ |If exhibits are shipped, know where and to whom
they are to be sent.

¢ |f youarebringinglarge exhibits, determinelocation
of loading dock, appropriate entrances and elevators.

¢ Arethere additional handling fees?
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» Check hotel policy on posting, size and appearance
of signs.

Food and Drink

Meals

* You can not generally use appropriated funds to pay for
meals for employees at their official duty stations.

» Employeeson TDY travel may be served meals but cannot
be reimbursed for those provided at government expense.

* You should clarify in advance the appropriate per diem
reduction(s) of meal(s) allowance(s) for TDY travel.

* You may pay, or reimburse an employee for meals as nec-
essary expensesincident to an authorized training program
(under the Government Employees Training Act (GETA)
at 5 U.S.C. 4104(4)), if adetermination has been madethat
essential training will be conducted during the meal.

» Work closely with the hotel to plan quality menus that fit
within authorized per diem rates.

» Clarify and agree in advance to the number of meal guar-
antees.

» Ensurethat gratuities and service charges are added to the
cost of each meal, and determine the method of billing to
be used (e.g., signed guarantee, collected meal tickets, or
actual quantities consumed).

» Confirm menus.

Breaks and Refreshments

Breaks should last no longer than 30 minutes and take
place between meeting sessions. Thefollowing should also be
considered when planning for refreshments:

» Keepinmind that everyonedoesnot drink coffee or tea.

» You should clarify and agree in advance that coffee and
pastries, if appropriate, are purchased by the gallon and
dozen.

» Try toavoid aper person charge.

* Negotiate the cost into the contract.

» Be conservative in your estimates. There are seldom
100 percent of the conference participants attending
any one function.

* If coffee, soft drinks, and water are not included in the
fee, arethey available “at cost” to the attendee?

Account Reconciliation

It isimportant to request that the hotel bill be prepared in
alogical and chronological sequence, and that backup data
accompany the bill. Generally, the hotel will complete its
accounting of the conference within two weeks of the conclu-
sion.

Notification

Announcement and/or Invitations

Announcement of the planned conference should be made
as early as possible, even one year in advance; invitation let-
ters, 8 weeksin advance. They shouldinclude, but arenot lim-
ited to:

« Point of contact name and tel ephone number.

« Registration form, card, or Internet address (include
space for identifying handicapped requirements).

» Registration instructions.

» Registration deadline date.

« Detailed area map and driving instructions.

e Information on traffic patterns to avoid rush hour
delays.

« Promotional brochures from the facility.

« Layout of facility including telephone numbers.

« Breakdown of costs showing any differencefrom travel
versus training object classes, particularly meal costs,
so that proper reimbursement can be made.

« Agendawith alist of speakers and topics.

 Activity schedule for spouses and guests (all chargesor
costs attributed to spouses or guests must be borne by
the individual attendee (not reimbursable by the Gov-
ernment)).

e Provide asample travel voucher.

« Notice that conference lodging allowance applies if
applicable.

Confirmations

You should:

« Decide on the speaker(s) and the message you wish to
be conveyed and obtain early commitment(s) in writ-
ing.

e Confirm conference dates/times/topics/arrival  and
departure times with speaker(s) and any other special
guests at least 30 daysin advance.

e Conduct afinal planning committee meeting to confirm
al plans.

« Confirm photographer’s schedule.

e Confirm hotel plans at least one day in advance.

Facility Process

Check-In and -Out
Streamline the process:
« Will the facility need additional personnel?
 Iselectronic one-stop processing available?
* Isluggage storage and shuttle service available?
« Arrange parking for any special guests.
* Provide signage.

301-E-3



FEDERAL TRAVEL REGULATION

Registration Process

Registration is generally the attendees’ introduction to the
conference. Give it specia attention by:

» Using directiona signs.

» Placing especialy attractive or important exhibits
nearby.

» Planning for late arrivals.

» Using state-of-the-art processing.

» Checking out the registration capabilities of using
GSA's electronic SmartPay System.

» Providing for handicapped attendees.

Conference Information Package

Each registrant should be given a conference information
package. Used regularly during the conference, the confer-
ence information package should be accurate, beneficial, and
reflect detailed information on a daily/hourly basis. If time
allows, you may want to finalize the package and send it to the
printer at least 4 weeks in advance of the starting date. The
program will be widely used, so you may want to print twice
as many copies of the program as you have expected attend-
ees. The information package, for example, may contain:

» A list of everything in the package.

* A *“welcome” letter.

* A schedule.

» Workshop agendas.

» Discussion of exhibits.

* Pandlists’ information.

» Photos and biographies of speakers/special guests.

» Facility layout and list of services available.

 ldentify designated smoking areas.

» Special events.

» Message center information.

* Areamap.

» Other pertinent material.

Note: Use of agency seal and conferencelogo may be con-
sidered for the conference package. However, the decision to
use such itemsis strictly the judgment of agency officials.

Miscellaneous

Suggested Room Coordination
Plan ahead to setup:
» Staff room to handle core of activities;
* Meal functions;
» Exhibit rooms, and
» Meeting rooms—
» Theatre or auditorium for lectures;
» Facing speaker when note taking is important;
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e Square or U-shaped style for discussion/interaction;
and
« Banquet or roundtable for discussion.

Keeping in Touch

Plan for:

* A message center to be set up in a central location for
specia announcements and telephone messages.

* How to reach whomever at al times—use beepers and
walkie-talkies.

» Clear identification of conference staff.

e Accommodation of physically impaired attendees with
sign language or other special needs.

Mementos

Appropriations are not available to purchase memento
items for distribution to conference attendees as a remem-
brance of an event. Two notabl e exceptionsto the memento or
gift prohibition are under training and awards. Work closely
with appropriate agency officials to make final determina-
tions.

Resources

The following resources may be of assistance in planning
aconference:

« An agency contracting officer;

« Travel Management Centers;

¢ Interagency Travel Management Committee members
(aforum of agency travel policy managers—for mem-
ber identification, contact your agency’s administrative
or financia office);

» State chambers of Commerce or Visitors Bureaus,

« Loca chapters of the Society of Government Meeting
Professionals; and

¢ Private industry conference planners.

Conclusion

Process:

* Questionnaires, which may provide invaluable feed-
back about the success of your conference.

 Training certificates.

e Thank you notes to participants, facility personnel,
speakers, printers, photographers, and other special
contributors.

* Summary to acknowledge the accomplishments, and to
convey the information discussed to a wider audience,
may be an excellent promotional tool.

Note to Appendix E: Use of pronouns “we’, “you”, and
their variants throughout this appendix refers to the agency.
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CHAPTER 302—RELOCATION ALLOWANCES

Subchapter A—Introduction

Part 302-1—General Rules

Subpart A—Applicability
8§302-1.1—Who is eligible for relocation expense allowances under this chapter?
8§302-1.2—Who is not eligible for relocation expense allowances under this chapter?

Subpart B—[Reserved]

Part 302-2—Employee Eligibility Requirements

Subpart A—General Rules

§302-2.1—When may | begin my transfer or reassignment?

8§302-2.2—May | relocateto my new official duty station before | receive awritten travel authorization (TA)?

§302-2.3—What determines my entitlements and allowances for relocation?

8§302-2.4—What is my effective transfer or appointment date?

§302-2.5—May | relocate from alocation other than the location specified in my relocation travel
authorization?

8§302-2.6—May | be reimbursed for rel ocation expensesif | relocate to anew official station that islessthan
50 miles from my old official duty station?

—TimeLimits

§302-2.7—When may | begin my travel and transportation after receiving authorization to do so?

§302-2.8—When must | complete all aspects my relocation?

§302-2.9—If | am furloughed to perform active military duty, will | have to complete al aspects of the
relocation within the time limitation?

§302-2.10—Does the 2-year time period in §302-2.8 include time that | cannot travel and/or transport my
household effects due to shipping restrictions to or from my post of duty OCONUS?

§302-2.11—May the 2-year time limitation for completing all aspects of arelocation be extended?

—Service Agreements

8§302-2.12—What is a service agreement?

8302-2.13—Am | required to sign a service agreement when transferring within or outside the continental
United States or performing renewal agreement travel and what is the minimum period of service?

§302-2.14—Will | be penalized for violation of my service agreement?

8302-2.15—Must | provide my agency with my actual place of residence as soon as | accept a transfer/
appointment OCONUS?

8302-2.16—Must | sign a service agreement for a“last move home” relocation?

8302-2.17—What happensif | fail to sign a service agreement?

§302-2.18—Can my service agreement be voided by a subsequent service agreement?

8§302-2.19—1If | have more than one service agreement, must | adhere to each agreement separately?

—Advancement of Funds
§302-2.20—May | receive an advance of funds for my travel and transportation expenses?
8§302-2.21—What requirements must | meet to receive a travel advance?
8§302-2.22—May | receive atravel advance for separation relocation?

Subpart B—Agency Responsibilities
8§302-2.100—What internal policies must we establish before authorizing a relocation allowance?
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§302-2.101—When may we authorize reimbursement for rel ocation expenses?

§302-2.102—Who must authorize and approve rel ocation expenses?

§302-2.103—How must we administer the authorization for relocation of an employee?

§302-2.104—What information must we provide on the TA?

§302-2.105—When an employee transfers between Federal agencies, who is responsible for paying the
employee’ s rel ocation expenses?

§302-2.106—May we waive statutory or regulatory limitations relating to relocation allowances for
employees relocating to/from remote or isolated locations?

—TimeLimits
8302-2.110—Are there time factors that we must consider for allowing an employee to complete all aspects
of relocation?

Subchapter B—Relocation Allowances

Part 302-3—Relocation Allowance by Specific Type

Subpart A—New Appointee

8302-3.1—Who is a new appointee?

8302-3.2—Asanew appointee or student trainee what relocation expenses may my agency pay or reimburse
me for incident to a permanent change of station to my first official station?

8302-3.3—As a new appointee, are there any expenses that my agency will not pay?

8302-3.4—If my agency authorizes me allowances for relocation, must it pay all of the expenseslisted in
§302-3.27

8302-3.5—If | travel to my first official station before | have been appointed, will | be reimbursed for my
relocation expenses?

Subpart B—Transferred Employees
8302-3.100—What is a transferred employee?
§302-3.101—As atransferred employee what relocation allowances must my agency pay or reimburse me
for incident to a permanent change of station?

Subpart C—Typesof Transfers

—Relocation of Two or More Employed | mmediate Family Members

§302-3.200—When a member of my immediate family who is also an employee and | are transferring to the
same official station, may we both receive allowances for relocation?

§302-3.201—If my immediate family member and | both transfer to the same official station in the interest
of the Government, may we both claim the same relocation expenses?

§302-3.202—If my immediate family member and | both transfer to the same official station, may we both
claim the same rel ocation allowances for the same non-employee family member?

§302-3.203—If | am transferring in the interest of the Government and my employed immediate family
member(s) transfer is not in the interest of the Government, will he/she receive relocation
allowances?

§302-3.204—When an employed immediate family member and | are transferring in the interest of the
Government, what information must we submit to our agency?

—Reduction in Force Relocation
8§302-3.205—If my transfer isinvoluntary (duetoi.e., reduction in force, cessation, or transfer of work), isit
considered to be in the interest of the Government?
§302-3.206—If | am re-employed after a separation by reduction in force or transfer of functions, may my
agency pay me arelocation allowance?
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—Overseas Assignment and Return
§302-3.207—Am | eligible to receive relocation allowances for overseas assignment and return travel ?
§302-3.208—What relocation expenses will my agency pay for my overseas assignment and return?

—Overseas Tour Renewal Agreement

§302-3.209—What is overseas tour renewal travel?

8§302-3.210—What is an overseas tour of duty?

§302-3.211—What is an allowance for overseas tour renewal travel?

8§302-3.212—How do | know if | am eligible to receive an allowance for overseas tour renewal travel ?

§302-3.213—What allowances will | receive for tour renewal travel?

8302-3.214—May | receive reimbursement for tour renewal travel when my travel is between two places
within the United States?

8302-3.215—Will | be reimbursed for tour renewal travel from a post of duty in Hawaii and return to a post
of duty in Alaska or for such travel from a post of duty in Alaska and return to a post of duty in
Hawaii?

§302-3.216—When must | begin my first tour renewal travel from Alaska or Hawaii?

8302-3.217—Will my family or | receive per diem for en routetravel from my post of duty to my actual place
of residencein the U.S.?

8302-3.218—Are there any special circumstances when my agency may authorize me travel and
transportation expenses for my tour renewal travel in Alaska or Hawaii?

8302-3.219—Isthere alimit on how many times | may receive reimbursement for tour renewal travel ?

8302-3.220—May my family and | travel to another U.S. location (other than from my actual place of
residence) under my tour renewal agreement?

8§302-3.221—If | travel to another place in the U.S. (other than my actual place of residence) am | required
to spend time at my actual place of residence to receive reimbursement?

8302-3.222—Will | be reimbursed if | travel to another overseas location (instead of the U.S.)?

§302-3.223—What happensif | violate my new service agreement under atour renewal assignment?

8302-3.224—If | violate my new service agreement, will the Government reimburse mefor return travel and
transportation to my actual place of residence?

—Prior Return of Immediate Family Members

§302-3.225—If my immediate family member(s) return to the U.S. before me, will | be reimbursed for
transporting part of my household goods with my family and the rest of my household goods when
| return?

§302-3.226—Will the Government reimburse meif | am not eligible to return with my immediate family
member(s) to the U.S. and choose to send them at my own expense?

§302-3.227—1If | become divorced from my spouse while OCONUS will | receive reimbursement to return
my former spouse and dependentsto the U.S.?

§302-3.228—Is my dependent who turned 21 while overseas entitled to return travel to my place of actual
residence at the expense of the Government?

Subpart D—Relocation Separation

—Overseasto U.S. Return for Separation

§302-3.300—Must my agency pay for return relocation expenses for my immediate family and me once |
have completed my duty OCONUS?

§302-3.301—May | transport my household goodsto alocation other than my actual place of residence when
| separate from the Government?

§302-3.302—May my agency pay for my immediate family member(s) and my household goods to be
returned to the U.S. before | complete my service agreement?

§302-3.303—May | claim reimbursement for the return of my immediate family member(s) or household
goods more than once under one service agreement?
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—SES Separation for Retirement

§302-3.304—Who is entitled to SES separation relocation allowances?

§302-3.305—Who is not eligible for SES separation relocation expense allowances?

§302-3.306—If | meet the conditions in §302-3.307, what expenses am | allowed under separation for
retirement travel ?

§302-3.307—Under what conditions may | receive separation relocation travel for my family and me?

§302-3.308—Do | haveto provide my agency with any special documents before receiving reimbursement
for moving expenses?

§302-3.309—Where should my travel and transportation begin?

8302-3.310—Where will | be authorized to separate?

§302-3.311—May | receive reimbursement for travel and transportation from an alternate location other than
the duty station?

§302-3.312—Upon separation, if | elect to reside in adifferent geographical areawhich islessthan 50 miles
from my official duty station, will | receive reimbursement?

§302-3.313—May | have my household goods transported from more than one location?

§302-3.314—Isthere atime limit when | must begin my travel and transportation upon separation?

§302-3.315—May | be granted an extension on beginning my separation travel ?

Subpart E—Employee's Temporary Change of Station

§302-3.400—What is a“temporary change of station (TCS)"?

§302-3.401—What is the purpose of aTCS?

§302-3.402—When am | dligible for aTCS?

§302-3.403—Who isnot eligible for aTCS?

§302-3.404—Under what circumstances will my agency authorize a TCS?

§302-3.405—If my agency authorizesaTCS, do | have the option of electing payment of per diem expenses
under Part 301-11 of thistitle?

§302-3.406—How long must my assignment be for meto qualify for aTCS?

§302-3.407—What is the effect on my TCS reimbursement if my assignment lasts less than 6 months?

§302-3.408—What is the effect on my TCS reimbursement if my assignment lasts more than 30 months?

§302-3.409—1Is there any required minimum distance between an official station and a TCS location that
must be met for me to qualify for aTCS?

§302-3.410—Must | sign a service agreement to qualify for aTCS?

§302-3.411—What is my official station during my TCS?

—Expenses Paid Upon Assignment
8302-3.412—What expenses must my agency pay?
§302-3.413—Arethere other expenses that my agency may pay?

—Expenses Paid During Assignment

§302-3.414—If my agency authorizesa TCS, will it pay for extended storage of my household goods?

§302-3.415—How long may my agency pay for extended storage of household goods?

§302-3.416—I s there any limitation on the combined weight of household goods | may transport and store at
Government expense?

8§302-3.417—Will | have to pay any income tax if my agency pays for extended storage of my household
goods?

§302-3.418—Will my agency pay for property management services when | am authorized a TCS?

8§302-3.419—For what property will my agency pay property management services?

8§302-3.420—How long will my agency pay for property management services?

8§302-3.421—What are the income tax conseguences when my agency pays for property management
services?

—Expenses Paid Upon Completion of Assignment or Upon Separation From Government Service
§302-3.422—What expenses will my agency pay when | complete my TCS?
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§302-3.423—If | separate from Government service upon completion of my TCS, what rel ocation expenses
will my agency pay upon my separation?

§302-3.424—1If | separate from Government service prior to completion of my TCS, what relocation
expenses will my agency pay upon my separation?

§302-3.425—1If | have been authorized successive temporary changes of station and reassigned from one
temporary official station to another, what expenseswill my agency pay upon completion of my last
assignment or my separation from Government service?

—Permanent Assignment to Temporary Official Station

8302-3.426—How is payment of my TCS expenses affected if | am permanently assigned to my temporary
official station?

8302-3.427—What relocation allowances may my agency pay when | am permanently assigned to my
temporary official station?

8§302-3.428—If | am permanently assigned to my temporary officia station, is there any limitation on the
weight of household goods | may transport at Government expense to my official station?

8302-3.429—Are there any relocation allowances my agency may not pay if | am permanently assigned to
my temporary official station?

Subpart F—Agency Responsibilities
§302-3.500—What governing policies and procedures must we establish for paying a relocation allowance
under this Part 302-3?
§302-3.501—M ust we establish any specific procedures for paying arelocation allowance to new
appointees?
§302-3.502—What factors should we consider in determining whether to authorize a TCS for along-term
assignment?

—Service Agreements
8§302-3.503—Must we require employees to sign a service agreement?
8302-3.504—What information should we include in a service agreement?
8302-3.505—How long must we require an employee to agree to the terms of a service agreement?
8302-3.506—May we pay relocation expenses if the employee violates hisher service agreement?

—New Appointees
§302-3.507—O0nce we authorize rel ocation expenses for new appointees or student trainees what expenses
must we pay?
§302-3.508—What relocation expenses are not authorized for new appointees or student trainees?

—Overseas Assignment and Return
§302-3.509—What policies must we follow when appointing an employee to an overseas assignment?
§302-3.510—When must we pay return travel for immediate family members?
§302-3.511—What must we consider when determining return travel for immediate family member(s) for
compassionate reasons prior to completion of the service agreement?
§302-3.512—How many times are we required to pay for an employee’ sreturn travel?

—Overseas Tour Renewal Travel
§302-3.513—May we alow atravel advance for tour renewal agreement travel?
§302-3.514—Under what conditions must we pay for tour renewal agreement travel?
8§302-3.515—What special rules must we apply for reimbursement of tour renewal travel for employees
stationed, assigned, appointed or transferred to/from Alaska or Hawaii?

—SES Separation for Retirement
§302-3.516—What must we do before issuing payment for SES separation-relocation travel ?
§302-3.517—May we issue travel advances for separation relocation?
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Subchapter C—Per manent Change of Station (PCS) Allowancesfor Subsistence and
Transportation Expenses

Part 302-4—Allowancesfor Subsistence and Transportation

Subpart A—Eligibility
§302-4.1—What is a permanent change of station (PCS)?
§302-4.2—Am | eligible for subsistence and transportation allowances for PCS travel under this part?

Subpart B—Travel Expenses
§302-4.100—What PCS travel expenses will my immediate family members receive?
§302-4.101—Must my immediate family member(s) and | begin PCStravel at theold official station and end
at the new officia station?

Subpart C—Per Diem
8§302-4.200—What per diem rate will | receive for en route relocation travel within CONUS?
8§302-4.201—How are my authorized en route travel days and per diem determined for relocation travel ?
8302-4.202—Arethere any circumstancesin which aper diem alowance for my immediate family members
is not allowed?

—Transferred Employees Only

§302-4.203—How much per diem will my spouse receive if he/she accompanies me while | am performing
PCStravel?

§302-4.204—If my spouse does not accompany me but travels unaccompanied at a different time, what per
diem rate will he/she receive?

§302-4.205—If my spouse and | travel on the same days al ong the same general route by using morethan one
POV, is my spouse considered unaccompanied?

§302-4.206—How much per diem will my immediate family receive?

Subpart D—Mileage Ratesfor Use of POV
§302-4.300—What isthe POV mileage rate for PCS travel?
8§302-4.301—Do the rates in 8302-4.300 apply if | am performing overseas tour renewal agreement travel?
8302-4.302—Are there circumstances that would alow me to receive a higher mileage rate OCONUS?

Subpart E—Daily Driving Distance Requirements
§302-4.400—Will | be required to drive a minimum distance per day?
§302-4.401—Are there exceptions to this daily minimum?
§302-4.402—Will | be required to document the circumstances causing the delay?
§302-4.403—Does this exception require authorization by my approving official ?

Subpart F—Use of More Than One POV
8302-4.500—If | am authorized to use more than one POV, what are the allowances?
8302-4.501—If | use an additional POV that was not authorized for PCStravel, will | be reimbursed for the
additional POV?

Subpart G—Advance of Funds
8§302-4.600—May | request an advance of funds for per diem and mileage allowances for PCS travel ?

Subpart H—Agency Responsibilities
§302-4.700—What governing policies must we establish for payment of allowances for subsistence and
transportation expenses?
8302-4.701—What PCS travel expenses must we pay?
§302-4.702—What PCS travel expenses must we pay for the employee’ s immediate family members?
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§302-4.703—How do we compute the per diem for an established minimum driving distance per day?
§302-4.704—Must we require a minimum driving distance per day?
§302-4.705—What are the allowances if the employee uses more POV's than authorized?

Part 302-5—Allowance for Househunting Trip Expenses

Subpart A—Employee’s Allowance for Househunting Trip Expenses
8302-5.1—What is a“househunting trip”?
8302-5.2—What is the purpose of the househunting trip expenses allowance?
8302-5.3—Am | eligible for a househunting trip expenses allowance?
8302-5.4—Who is not eligible for a househunting trip expenses allowance?
8§302-5.5—Must my agency authorize payment of a househunting trip expenses allowance?
8§302-5.6—Under what circumstances will | receive a househunting trip expenses allowance?
8302-5.7—Who may travel on a househunting trip at Government expense?
8§302-5.8—How many househunting trips may my agency authorize in connection with a particular transfer?
8§302-5.9—May my spouse and | perform separate househunting trips at Government expense?
8302-5.10—How soon may | and/or my spouse begin a househunting trip?
8302-5.11—Isthere atime limit on the duration of a househunting trip?
§302-5.12—When must my househunting trip be completed?
8§302-5.13—What methods may my agency use to reimburse me for househunting trip expenses?
8302-5.14—What transportation expenses will my agency pay?
8302-5.15—Must | document my househunting trip expenses to receive reimbursement?
8302-5.16—May | receive an advance of funds for househunting trip expenses?
8302-5.17—Am | in aduty status when | perform a househunting trip?
8302-5.18—May | retain any balance |eft over from my househunting reimbursement if my fixed amount is
more than adequate to cover my househunting trip?

Subpart B—Agency Responsibilities
§302-5.100—How should we administer the househunting trip expenses allowance?
§302-5.101—What governing policies must we establish for the househunting trip expenses allowance?
§302-5.102—Under what circumstances may we authorize a househunting trip?
§302-5.103—What factors must we consider in determining whether to offer an employee the fixed amount
househunting trip subsistence expense reimbursement option?

Part 302-6—Allowance for Temporary Quarters Subsistence Expenses

Subpart A—General Rules
8§302-6.1—What are “temporary quarters?’
8§302-6.2—What are “temporary quarters subsistence expenses (TQSE)” ?
8§302-6.3—What is the purpose of the TQSE allowance?
8302-6.4—Am | eligible for a TQSE allowance?
§302-6.5—Who is not digible for a TQSE allowance?
8§302-6.6—Must my agency authorize payment of a TQSE allowance?
8§302-6.7—Under what circumstances will | receive a TQSE allowance?
8§302-6.8—Who may occupy temporary quarters at Government expense?
8§302-6.9—Where may |/we occupy temporary quarters at Government expense?
§302-6.10—May my immediate family and | occupy temporary quarters at different locations?
§302-6.11—What methods may my agency use to reimburse me for TQSE?
8§302-6.12—Must | document my TQSE to receive reimbursement?
§302-6.13—How soon may |/we begin occupying temporary quarters at Government expense?
8302-6.14—How ismy TQSE allowance affected if my temporary quarters become my permanent residence
quarters?
8§302-6.15—May | receive an advance of funds for TQSE?

302-vii



CONTENTS FEDERAL TRAVEL REGULATION

§302-6.16—May | receive a TQSE allowance if | am receiving another subsistence expenses allowance?

§302-6.17—Am | eligible for a TQSE allowanceiif | transfer to aforeign area?

§302-6.18—May | bereimbursed for local transportation expensesincurred while | am occupying temporary
quarters?

Subpart B—Actual TQSE Method of Reimbur sement

§302-6.100—What am | paid under the actual TQSE reimbursement method?

§302-6.101—May my agency reduce my TQSE allowance below the “ maximum allowable amount”?

§302-6.102—What is the “applicable per diem rate” under the actual TQSE reimbursement method?

§302-6.103—What is the latest period for which actual TQSE reimbursement may begin?

§302-6.104—How long may | be authorized to claim actual TQSE reimbursement?

§302-6.105—What isa“compelling reason” warranting extension of my authorized period for claiming an
actual TQSE reimbursement?

§302-6.106—May | interrupt occupancy of temporary quarters?

§302-6.107—What effect do partial days of temporary quarters occupancy have on my authorized period for
claiming actual TQSE reimbursement?

§302-6.108—When does my authorized period for claiming actual TQSE reimbursement end?

§302-6.109—May the period for which | am authorized to claim actual TQSE reimbursement for myself be
different from that of my immediate family?

§302-6.110—What effect do partial days have on my actual TQSE reimbursement?

§302-6.111—May | and/or my immediate family occupy temporary quarterslonger than the period for which
| am authorized to claim actual TQSE reimbursement?

Subpart C—Fixed Amount Reimbur sement

8§302-6.200—What am | paid under the fixed amount reimbursement method?

8§302-6.201—How do | determine the amount of my payment under the fixed amount reimbursement
method?

8302-6.202—Will | receive additional TQSE reimbursement if my fixed amount is not adequate to cover my
TQSE?

8302-6.203—May | retain any balance left over from my TQSE reimbursement if my fixed amount is more
than adequate?

Subpart D—Agency Responsibilities

§302-6.300—How should we administer the TQSE allowance?

§302-6.301—What governing policies must we establish for the TQSE allowance?

§302-6.302—Under what circumstances may we authorize the TQSE allowance?

§302-6.303—What factors should we consider in determining whether the TQSE allowance is actually
necessary?

§302-6.304—What factors should we consider in determining whether to offer an empl oyee the fixed amount
TQSE reimbursement option?

§302-6.305—What factors should we consider in determining whether quarters are temporary?

Subchapter D—Transportation and Storage of Property

Part 302-7—Transportation and Temporary Storage of Household Goods and Professional Books,
Papers, and Equipment (PBP& E)

Subpart A—General Rules
§302-7.1—Who is eligible for the transportation and temporary storage of household goods (HHG) at
Government expense?
8§302-7.2—What is the maximum weight of HHG that may be transported or stored at Government expense?
§302-7.3—May HHG be transported or stored in more than one lot?
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§302-7.4—Does the weight of any professional books, papers and equipment (PBP& E) count against the
18,000 pound HHG weight limitation?

§302-7.5—May the 18,000 pound HHG weight limitation be increased if PBP&E are transported as an
administrative expense to the agency?

§302-7.6—What are the authorized origin and destination points for the transportation of HHG and PBP& E.

§302-7.7—May the origin and destination points be other than that prescribed in §302-7.6?

§302-7.8—Isthere atime limit for the temporary storage of an authorized HHG shipment?

§302-7.9—What are some reasons that would justify the additional storage beyond the initial 90-day limit?

§302-7.10—1Is property acquired en route eligible for transportation at Government expense?

§302-7.11—What is the Government's liability for loss or damage to HHG?

§302-7.12—What are the various methods of shipping HHG and how isthe weight determined for each type
of shipment?

§302-7.13—What methods of transporting and paying for the movement of HHG, PBP& E and temporary
storage are authorized?

§302-7.14—Arethere any disadvantages to using the commuted rate method for transporting HHG, PBP& E
and temporary storage?

§302-7.15—Must | use the method selected by my agency for transporting my HHG, PBP& E and temporary
storage?

§302-7.16—1Is the maximum weight allowance for HHG and temporary storage limited when quarters are
furnished or partly furnished by the Government OCONUS or upon return to CONUS?

§302-7.17—May PBP& E be transported at Government expense upon returning to CONUS for separation
from Government service, after completion of an OCONUS assignment?

§302-7.18—Who isliable for any loss or damage to HHG incident to an authorized relocation?

§302-7.19—Should | includeitemsthat areirreplaceable or of extremely high monetary or sentimental value
in my HHG shipment?

§302-7.20—If my HHG shipment includes an item (e.g., boat, trailer, ultralight vehicle for which aweight
additive is assessed by the HHG carrier, am | responsible for payment?

Subpart B—Commuted Rate

§302-7.100—How are the charges of transporting HHG, and temporary storage cal culated?

§302-7.101—Where can the commuted rate schedules for the transportation of HHG, and temporary storage
be found?

§302-7.102—How is the mileage distance determined under the commuted rate method?

§302-7.103—How arethe charges cal culated when acarrier charges aminimum weight, but the actual weight
of HHG, PBP& E and temporary storage is less than the minimum weight charged?

§302-7.104—What documentation must be provided for reimbursement?

§302-7.105—May an advance of funds be authorized for transporting HHG and temporary storage?

§302-7.106—What documentation is required to receive an advance under the commuted rate method?

§302-7.107—May my HHG be temporarily stored at Government expense?

§302-7.108—What temporary storage expenses will be reimbursed?

§302-7.109—Are receipts required?

§302-7.110—Is there areimbursement limit?

Subpart C—Actual Expense Method
§302-7.200—How are charges paid and who makes the arrangements for transporting HHG, PBP&E and
temporary storage under the actual expense method?
8§302-7.201—Istemporary storage in excess of authorized limits and excess valuation of goods and services
payable at Government expense?

Subpart D—Agency Responsibilities
§302-7.300—What policies and procedures must we establish for this part?
§302-7.301—What method of transporting HHG should we authorize?
§302-7.302—What method of transporting should we authorize for PBP& E?
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§302-7.303—What guidelines must we follow when authorizing transportation of PBP& E as an
administrative expense?

§302-7.304—When HHG are shipped under the actual expense method, and PBP& E as an administrative
expense, in the same lot, are separate weight certificates required?

Part 302-8—Allowances for Extended Storage of Household Goods (HHG)

Subpart A—General
8302-8.1—When may extended storage of HHG be authorized?
8§302-8.2—What is the purpose of extended storage?
§302-8.3—How will | know when my agency has made a decision to authorize extended storage of my HHG?
8§302-8.4—May | receive an advance of funds for storage allowances covered by this part?

Subpart B—Extended Storage During Assignment to Isolated L ocationsin the Continental

United States (CONUYS)

§302-8.100—What is the policy for extended storage of HHG during assignment to isolated locationsin
CONUS?

8§302-8.101—What are the criteriafor determining whether an official station is an isolated official station
for purposes of this part?

8302-8.102—Am | eligible for extended storage of HHG and personal effects?

§302-8.103—Where may my HHG be stored?

8§302-8.104—What are the allowable costs for storage?

8302-8.105—May | transport a portion of my HHG to the official station and store the remainder at
Government expense?

8302-8.106—May | change from temporary to extended storage?

§302-8.107—May | change from storage at personal expense to extended storage at Government expense?

§302-8.108—What is the authorized time period for extended storage of my HHG?

Subpart C—Extended Storage During Assignment Outside the Continental United States

(OCONUS)

8302-8.200—Am | igible for extended storage during assignment OCONUS?

8302-8.201—Am | entitled to reimbursement for extended storage of HHG?

8302-8.202—Do provisionsfor the place, choice, or type of storage, allowable costs, or partial storage during
assignment OCONUS differ from those prescribed for storage during assignment to isol ated
locationsin CONUS?

§302-8.203—What is the authorized time period for extended storage of my HHG?

Subpart D—Storage During School Recessfor Department of Defense Over seas Dependents
School (DoDDS) Teachers

§302-8.300—Under what authority am | provided storage during school recess?
§302-8.301—What obligationsdo | haveif | do not report for service at the beginning of the next school year?

Subpart E—Agency Responsibilities
§302-8.400—What policies must we establish for the allowance for extended storage of HHG?
§302-8.401—How should we administer the authorization and payment of extended storage of HHG?
§302-8.402—May we allow the employee to determine options in the preference of his/her storage?

Part 302-9—Allowances for Transportation and Emergency Storage of a Privately Owned Vehicle

Subpart A—General Rules
§302-9.1—What is a“ privately owned vehicle (POV)”?
§302-9.2—What isan “official station” for purposes of this part?
8§302-9.3—What isa*“ post of duty” for purposes of this part?
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§302-9.4—What are the purposes of the allowance for transportation of a POV ?

§302-9.5—What is the purpose of the allowance for emergency storage of a POV ?

§302-9.6—What POV transportation and emergency storage may my agency authorize at Government
expense?

§302-9.7—Must my agency authorize transportation or emergency storage of my POV ?

§302-9.8—What type of POV may | be authorized to transport, and if necessary, store under emergency
circumstances?

§302-9.9—For what transportation expenses will my agency pay?

§302-9.10—For what POV emergency storage expenses will my agency pay?

§302-9.11—May | receive an advance of funds for transportation and emergency storage of my POV ?

§302-9.12—May my agency determine that driving my POV is more advantageous and limit my
reimbursement to what it would cost to drive my POV?

Subpart B—Transportation

—General
§302-9.100—Who is eligible for transportation of a POV to a post of duty?
§302-9.101—In what situations may my agency authorize transportation of a POV to my post of duty?
§302-9.102—How many POV's may | transport to a post of duty?
8302-9.103—Do | have to ship my POV to my actual post of duty?
§302-9.104—What may | do if thereis no port or terminal at the point of origin and/or destination?

—POV Transportation at Time of Assignment

§302-9.140—Under what specific conditions may my agency authorize transportation of a POV to my post
of duty upon my assignment to that post of duty?

§302-9.141—What is the “authorized point of origin” when | transport a POV to my post of duty?

§302-9.142—What will | be reimbursed if | transport a POV from apoint of origin that is different from the
authorized point of origin?

§302-9.143—When | am authorized to transport a POV, may | have the manufacturer or the manufacturer's
agent transport a new POV from the factory or other shipping point directly to my post of duty?

—POV Transportation Subsequent to the Time of Assignment

§302-9.170—Under what specific conditions may my agency authorize transportation of a POV to my post
of duty subsequent to the time of my assignment to that post?

§302-9.171—1If circumstances warrant an authorization to transport a POV to my post of duty after my
assignment to the post of duty, must | sign a new service agreement?

§302-9.172—Under what conditions may my agency authorize transportation of a replacement POV to my
post of duty?

§302-9.173—How many replacement POV's may my agency authorize me to transport to my post of duty at
Government expense?

§302-9.174—What isthe“authorized point of origin” when | transport aPOV, including areplacement POV,
to my post of duty subsequent to the time of my assignment to that post of duty?

§302-9.175—When | am authorized to transport a POV, including a replacement POV, to my post of duty
subsequent to the time of my assignment to that post of duty, may | have the manufacturer or the
manufacturer's agent transport a new POV from the factory or other shipping point directly to my
post of duty?

Subpart C—Return Transportation of a POV From a Post of Duty
§302-9.200—When am | eligible for return transportation of a POV from my post of duty?
§302-9.201—In what situations will my agency pay to transport a POV from my post of duty?
§302-9.202—When do | become entitled to return transportation of my POV from my post of duty to an
authorized destination?
§302-9.203—I sthere any circumstance under which | may be authorized to transport my POV from apost of
duty before completing my service agreement?
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§302-9.204—What is the “authorized point of origin” when | transport my POV from my post of duty?

§302-9.205—What is the “authorized destination” of a POV transported under this subpart?

§302-9.206—What should | do if thereis no port or terminal at my authorized point of origin or authorized
destination when | transport a POV from my post of duty?

§302-9.207—What will 1 be reimbursed if | transport my POV from a point of origin or to a destination that
is different from my authorized origin or destination?

§302-9.208—1If | retain my POV at my post of duty after conditions change to make use of the POV no longer
in the best interest of the Government, may | transport it at Government expense from the post of
duty at alater date?

§302-9.209—Under what conditions may my agency authorize me to transport from my post of duty a
replacement POV purchased at that post of duty?

Subpart D—Transportation of a POV Within the Continental United States (CONUYS)
§302-9.300—When am | eligible for transportation of my POV within CONUS at Government expense?
§302-9.301—Under what conditions may my agency authorize transportation of my POV within CONUS?
§302-9.302—How many POV's may | transport within CONUS?

§302-9.303—If | am authorized to transport my POV within CONUS, where must the transportation
originate?
§302-9.304—If | am authorized to transport my POV within CONUS, what must the destination be?

Subpart E—Emergency Storage of a POV
§302-9.400—When am | eligible for emergency storage of my POV ?
§302-9.401—Where may | storemy POV if | receive notice to evacuate my immediate family and/or
household goods from my post of duty?

Subpart F—Agency Responsibilities

§302-9.500—What means of transportation may we authorize for POV's?

§302-9.501—How should we administer the allowances for transportation and emergency storage of a POV?

§302-9.502—What governing policiesmust we establish for the allowancesfor transportation and emergency
storage of aPOV?

§302-9.503—Under what condition may we authorize transportation of a POV to a post of duty?

§302-9.504—What factors must we consider in deciding whether to authorize transportation of aPOV to a
post of duty?

§302-9.505—What must we consider in determining whether transportation of a POV within CONUS s cost
effective?

Part 302-10—Allowancesfor Transportation of Mobile Homes and Boats Used asa Primary
Residence

Subpart A—Eligibility and Limitations

§302-10.1—May | be reimbursed for transporting my mobile home instead of an HHG shipment?

§302-10.2—Are there any digibility requirements?

§302-10.3—What is the maximum amount my agency may authorize meto receive for transporting amobile
home?

§302-10.4—Are there any geographic limitations for transportation of a mobile home?

§302-10.5—May | transport a mobile home over water?

§302-10.6—Are the allowances for transporting a mobile home in addition to the allowances for per diem,
mileage, and transportation expenses, for me and my immediate family member(s)?

Subpart B—Computation of Distance
§302-10.100—What distance will my agency allow for points of origin and destination within CONUS and
Alaska?
§302-10.101—Must | furnish actual odometer readings on the travel claim?
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Subpart C—Computation of Allowances

8302-10.200—What costs are alowable when a commercial carrier transports my mobile home overland or
over water?

§302-10.201—What is the mileage allowance when you transport a mobile home overland by a POV ?

8302-10.202—Am | entitled to any other allowances when | transport my mobile home by POV?

8302-10.203—What are my allowances when amobile homeistransported partly by commercial carrier and
partly by POV?

§302-10.204—What costs are allowed for preparing a mobile home for shipment?

8302-10.205—Are there any costs for preparation that are not allowed?

§302-10.206—May my agency assume direct responsibility for the costs of preparing and transporting my
mobile home?

8302-10.207—Am | responsible for excess or non-allowable charges?

Subpart D—Advance of Funds
§302-10.300—May | receive an advance of funds when acommercial carrier transports the mobile home?
§302-10.301—May | receive an advance of funds when payment is made directly to the carrier by my

agency?

Subpart E—Agency Responsibilities
§302-10.400—What policies must we establish for authorizing transportation of a mobile home?
§302-10.401—Arethe alowances for transporting amobile homein addition to the allowances for per diem,
mileage, and transportation expenses, for an employee and immediate family member(s)?
§302-10.402—What costs must we pay a commercia carrier for transporting a mobile home?
§302-10.403—What costs must we alow for preparing a mobile home for shipment?

Subchapter E—Residence Transaction Allowances

Part 302-11—Allowances for Expenses Incurred in Connection With Residence Transactions

Subpart A—General Rules

§302-11.1—What is the purpose of an allowance for expenses incurred in connection with residence
transactions?

§302-11.2—Am | eligible to receive an allowance for expenses incurred in connection with my residence
transactions?

§302-11.3—Must | sign a service agreement before receiving residence transaction allowances?

§302-11.4—Whois not eligible to receive an allowance for expenses incurred in connection with residence
transactions?

§302-11.5—To be reimbursed for expenses incurred in my residence transactions, must | occupy the
residence at the time | am notified of my transfer?

§302-11.6—For which expenses will | be reimbursed if | qualify for aresidence transaction expense
allowance?

§302-11.7—When are expenses for my settlement of an unexpired lease reimbursable?

§302-11.8—Must | sell aresidence at the old official station to be eligible to purchase aresidence at the new
official station?

—TimeLimitations
§302-11.21—How long do | have to submit my claim for reimbursement of expensesincurred in connection
with my residence transactions?
§302-11.22—May the 2-year time limitation be extended by my agency?
§302-11.23—When must | request to have my initial time period extended?

Subpart B—Title Requirements
§302-11.100—For which residence may | receive reimbursement for under this subpart?
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§302-11.101—Must thetitleto the property for which | am requesting an allowancefor residence transactions
be in my name?

§302-11.102—How will the Government determine who holds title to my property?

§302-11.103—How will | bereimbursed if | or amember of my immediate family do not hold full titleto the
property for which | am requesting reimbursement?

§302-11.104—When must | and/or a member(s) of my immediate family have acquired title interest in my
residence to be eligible for the allowance for expenses incurred in connection with the sale of my
residence?

§302-11.105—How isit determined if | hold “ equitable title interest” in my residence?

8302-11.106—What is an accommodation party?

Subpart C—Reimbursable Expenses

§302-11.200—What residence transaction expenses will my agency pay?

§302-11.201—When may my reimbursement for loan assumption fees or other similar fees exceed the 1
percent as specified in §302-11.200(f)(2)?

§302-11.202—What residence transaction expenses will my agency not pay?

Subpart D—Request for Reimbur sement

§302-11.300—Is there alimit on how much my agency will reimburse me for residence transactions?

§302-11.301—How must | request reimbursement for the expenses | incur for my residence transactions?
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Part 302-1—General Rules

§302-1.2

PART 302-1—GENERAL RULES

Authority: 5U.S.C. 5738; 20 U.S.C. 905(a).
Subpart A—Applicability

Noteto Subpart A: Use of pronouns“1”, “you”, and their
variants throughout this subpart refers to the employee.

§302-1.1 Whoisedligiblefor relocation expense
allowances under this chapter?

You are generaly eligible for relocation expense allow-
ances under this chapter if you are;

(a) A new appointee appointed to your first official duty

station (as discussed in this chapter);

(b) An employeetransferring in theinterest of the Govern-
ment from one agency or duty station to another for perma-
nent duty, and your new duty stationisat least 50 milesdistant
from your old duty station (see §302-2.6 of this chapter);

(c) An employee of the United States Postal Servicetrans-
ferred for permanent duty, under 39 U.S.C. 1006, from the
Postal Serviceto an agency asdefined in 5 U.S.C. 5721,

(d) An employee performing travel in accordance with
your overseas tour renewa agreement (see §8302-3.209
through 302-3.224 of this chapter);

(e) An employee returning to his’her place of residence
after completion of a prescribed tour of duty for the purposes
of separation from Government service or separation from the
overseas assignment for reassignment to the same or different
Government agency;

(f) A student trainee assigned to any position upon comple-
tion of college work;

(g) An employee €eligible for a “last move home” benefit
upon separation from the Government (and your immediate
family in the event of your death prior to separation or after
separation but prior to relocating);

(h) A Department of Defense overseas dependents school
system teacher;

(i) A career appointee to the Senior Executive Service
(SES) as defined in 5U.S.C. 3132(a)(4), and a prior SES
appointee who is returning to your official residence for sep-
aration and who will be retaining SES retirement benefits; or

(i) An employeethat isbeing assigned to atemporary duty
station in connection with long-term assignment.

§302-1.2 Whoisnot €eligible for relocation expense
allowances under this chapter?

You are not eligible to receive relocation expense allow-
ances under this chapter if you are:

(a) A Foreign Service Officer or aFederal employeetrans-
ferred under the rules of the Foreign Service Act of 1980, as
amended;

(b) An officer or an employeetransferred under the Central
Intelligence Act of 1949, as amended;

(c) A person whose pay and allowances are prescribed
under title 37 U.S.C., “Pay and Allowances of the Uniformed
Services,”

(d) An employee of the Department of Veterans Affairs
(VA) towhom 38 U.S.C. 235 applies; or

(e) A person not covered in §302-1.1.

Subpart B—[Reserved]
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Part 302-2—Employee Eligibility Requirements

§302-2.11

PART 302-2—EMPLOYEE ELIGIBILITY REQUIREMENTS

Authority: 5 U.S.C. 5738; 20 U.S.C. 905(a).

Subpart A—General Rules

Noteto Subpart A: Use of pronouns“1”, “you”, and their
variants throughout this subpart refers to the employee.

§302-2.1 When may | begin my transfer or reassignment?

You may begin your transfer or reassignment only after
your agency has approved your travel authorization (TA) in
writing (paper or electronic).

§302-2.2 May | relocateto my new official duty station
beforel receive awritten travel authorization (TA)?
No, you must have the written TA (paper or electronic)

before you relocate to your new official duty station.

8302-2.3 What determines my entitlements and
allowancesfor relocation?

Your entitlements and allowances for relocation are deter-
mined by the regulatory provisions that are in effect at the
timeyou report for duty at your new official station. However,
this does not change the requirement that all aspects of arelo-
cation must be completed by time specified in §8302-2.7
through 302-2.11.

§302-2.4 What is my effective transfer or appointment
date?
Your effective transfer or appointment date is the date on
which you report for duty at your new or first official station,
respectively.

§302-2.5 May | relocate from alocation other than the
location specified in my relocation travel
authorization?

Yes, you may relocate from a place other than from where
you are authorized. However, you will be required to pay all
additional costsincurred for expenses above your authorized
travel and transportation cost.

§302-2.6 May | bereimbur sed for relocation expensesif |
relocate to a new official station that islessthan 50
miles from my old official duty station?

Generaly no; you may not be reimbursed for relocation
expenses if you relocate to a new official station that is less
than 50 miles from your old official station, unless the head
of the agency or designee authorizes an exception. On acase-
by-case basis and having considered the following criteria,
the head of your agency or desighee may authorize the reim-

bursement of relocation expenses of |ess than 50 miles when
he/she determinesthat it isin the interest of the Government:
and

(a) The one way commuting pattern between the old and
new official station increasesby at least 10 miles but no more
than 50 miles; or

(b) Thereis an increase in the commuting time to the new
official station; or

(c) A financial hardship isimposed due to increased com-
muting costs.

Time Limits

§302-2.7 When may | begin my travel and transportation
after receiving authorization to do so?
You and your immediate family member(s) may begin
travel immediately upon receipt of your authorized TA.

§302-2.8 When must | complete all aspects my
relocation?

You and your immediate family member(s) must complete
all aspects of your relocation within two years from the effec-
tive date of your transfer or appointment, except as provided
in 8302-2.9 or 302-2.10.

§302-2.9 If | am furloughed to perform active military
duty, will I havetocompleteall aspectsof therelocation
within the time limitation?

No, if you are furloughed to perform active military duty,
the 2-year period to complete al aspects of relocation is
exclusive of time spent on furlough for active military ser-
vice.

§302-2.10 Doesthe2-year timeperiod in §302-2.8include
timethat | cannot travel and/or transport my
household effects due to shipping restrictionsto or
from my post of duty OCONUS?

No, the 2-year time period in §302-2.8 does not include
time that you cannot travel and/or transport your household
effects due to shipping restriction to or from your post of duty
OCONUS.

§302-2.11 May the 2-year timelimitation for completing
all aspects of arelocation be extended?
Yes, the 2-year time limitation for completing all aspects
of arelocation may be extended by your Agency for up to 2
additional years, but only if you have received an extension
under §302-11.22.
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Service Agreements

§302-2.12 What is a service agreement?

A service agreement is a written agreement between you
and your agency, signed by you and an agency representative,
stating that you will remain in the service of the Government
for aperiod of time as specified in §302-2.13, after you have
relocated.

§302-2.13 Am | required to sign a service agreement
when transferring within or outside the continental
United Satesor performing renewal agreement travel
and what isthe minimum period of service?

Yes, you are required to sign a service agreement when
transferring within or outside the continental United States or
performing renewal agreement travel. The minimum periods
of service are;

(a) Within the continental United Statesfor aperiod of ser-
vice of not less than 12 months following the effective date of
your transfer;

(b) Outside the continental United States for an agreed
upon period of service of not morethan 36 months or lessthan
12 months following the effective date of transfer;

(c) Department of Defense Overseas Dependent School
System teachers for a period of not |ess than one school year
as determined under chapter 25 of Title 20, United States
Code; and

(d) For renewal agreement travel a period of not less than
12 months from the date of return to the same or different
overseas officia station.

§302-2.14 Will | be penalized for violation of my service
agreement?

Yes, if you violate a service agreement (other than for rea-
sons beyond your control and which must be accepted by your
agency), you will haveincurred adebt due to the Government
and you must reimburse all costs that your agency has paid
towards your relocation expenses including withholding tax
allowance (WTA) and relocation income tax (RIT) allow-
ance.

§302-2.15 Must | providemy agency with my actual place
of residence assoon as| accept atransfer/appointment
OCONUS?

Yes, if you accept a transfer/appointment to an OCONUS
location, you must immediately provide your agency with the
information needed to determine your actual place of resi-
dence and to document it into your service agreement.

8302-2.16 Must | sign a service agreement for a“last
move home” relocation?
No, you do not need to sign a service agreement for a“last
move home” relocation.

302-2-2

§302-2.17 What happensif | fail to sign a service
agreement?
If youfail to sign aservice agreement, your agency will not
pay for your relocation expenses.

§302-2.18 Can my service agreement bevoided by a
subsequent service agreement?
No, service agreements which are already in effect cannot
be voided by subsequent service agreements.

§302-2.19 If | have morethan one service agreement,
must | adhereto each agreement separately?
Yes, service agreements can not be grouped together and
must be adhered to separately. Each agreement isin effect for
the period specified in the agreement.

Advancement of Funds

§302-2.20 May | receive an advance of fundsfor my
travel and transportation expenses?
Yes, you may receive an advance of funds for your travel
and transportation expenses, as prescribed by your agency,
except for overseas tour renewal agreement travel.

§302-2.21 What requirements must | meet to receive a
travel advance?
Your relocation travel authorization must authorize you to
receive atravel advance.

§302-2.22 May | receive atravel advance for separation
relocation?
Yes, you may receive atravel advanceif approved by your

agency.

Subpart B—Agency Responsibilities
Note to Subpart B: Use of pronouns “we”, “you”, and
their variants throughout this subpart refers to the agency.

§302-2.100 What internal policies must we establish

before authorizing a relocation allowance?

Before authorizing a relocation alowance, you must set
internal policies that determine;

(@ How you will implement the governing policies
throughout this part;

(b) How you will determinewhen arelocationisin the best
interest of the Government;

(c) When you will allow a travel advance for relocation
expenses,

(d) Who will authorize and approve relocation travel;

(e) Under what additional circumstances will you require
an employee to sign a service agreement; and

(f) Who is required to sign a service agreement.
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§302-2.110

§302-2.101 When may we authorize reimbur sement for
relocation expenses?
You may authorize

EXpenses:

() When you have determined that an employee's perma-
nent change of station is in the best interest of the Govern-
ment;

(b) Only after an employee has signed a service agreement
toremainin servicefor the period specified in §302-2.13; and

(c) When you have determined that the employee’sreloca-
tion isincident to his/her change of official station.

reimbursement for relocation

§302-2.102 Who must authorize and approverelocation
expenses?
The agency head or his’her designee must authorize and
approve relocation expenses.

§302-2.103 How must we administer the authorization
for relocation of an employee?

To administer the authorization for relocation of an
employee, you must:

(a) Issue an employee a TA for relocation before he/she
transfers to his’her new official station;

(b) Inform the employee of hig/her transfer within atime-
frame that will provide him/her sufficient time for prepara-
tion;

(c) Establish timeframes on when employees must submit
aTA request; and

(d) Provide new employeeswith the applicable limitations
of their travel benefits.

§302-2.104 What information must we provide on the
TA?
Onthe TA, you must state the:
(a) Specific allowances that the employee is authorized,;
and
(b) Procedures that the employee is authorized to follow.

§302-2.105 When an employeetransfer sbetween Federal
agencies, who isresponsible for paying the employee’s
relocation expenses?

When an employee transfers between Federal agencies, all
alowable expenses must be paid from the funds of the agency
that the employeeistransferring to. However, in the case of a
reduction in force or transfer of function, an agreement may
be made between the agencies concerned as to what reloca-
tion allowances will be paid by either agency or split between
them. This should include the payment of expenses for the
extended storage of the employee's household goods when
assigned to anisolated permanent duty station within CONUS
or atransfer to, from, or between foreign countries.

§302-2.106 May we waive statutory or regulatory
limitations relating to relocation allowances for
employees relocating to/from remote or isolated
locations?

Yes, the agency head or his/her desighee may waive any
statutory or regulatory limitations for employees relocating
(to/ffrom aremote or isolated location) when determining that
failureto waive the limitation would cause an undue hardship
on the employee.

Time Limits

§302-2.110 Aretheretimefactorsthat we must consider
for allowing an employeeto complete all aspects of
relocation?

Yes, you should encourage employees to begin travel as
soon as possible after authorization of travel is approved and
inform employeesthat they must complete all aspects of relo-
cation within a 2-year period from his/her effective date of
transfer or appointment, unless the employee's 2-year period
is extended to include:

(&) Time spent on military furlough;

(b) Delays caused by overseas shipping or other restric-
tions; or

(c) An extension for completion of residence transaction
(see §302-11.22 of this chapter).
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Part 302-3—Relocation Allowance by Specific Type

§302-3.2

PART 302-3—RELOCATION ALLOWANCE BY SPECIFIC TYPE

Authority: 5 U.S.C. 5738; 20 U.S.C. 905(a).

Subpart A—New Appointee

Noteto Subpart A: Use of pronouns“1”, “you”, and their
variantsthroughout this subpart refersto the employee, unless
otherwise noted.

8302-3.1 Whoisanew appointee?

A new appointeeis:

(a) Anindividual who is employed with the Federal Gov-
ernment for the very first time (including an individual who
has performed transition activities under section 3 of the Pres-
idential Transition Act of 1963 (3 U.S.C. 102 note), and is
appointed in the same fisca year as the Presidential inaugu-
ration);

(b) An employeewho isreturning to the Government after
a break in service (except an employee separated as a result

of reduction in force or transfer of functions and is re-
employed within one year after such action); or

(c) A student trainee assigned to the Government upon
completion of hig’her college work.

§302-3.2 Asanew appointee or student trainee what
relocation expenses may my agency pay or reimburse
mefor incident to a per manent change of station to my
first official station?

As anew appointee or student trainee being assigned to a
first official station your agency may or may not pay or reim-
burse you the relocation expenses indicated for the type of
transfer in Tables A and B of this section. However, once the
decision is made to pay or reimburse your relocation
expenses, al mandatory relocation alowances are reim-
bursed, unless otherwise stated in the applicable parts of this
chapter.

TABLE A: ASSIGNED TO FIRST OFFICIAL STATION IN THE CONTINENTAL UNITED STATES (CONUS)

Column 1—
Relocation allowances that agency must pay or reimburse

Column 2—
Relocation allowances that agency has discretionary authority to
pay or reimburse

(2) Transportation of employee & immediate family member(s)
(Part 302-4 of this chapter).

(1) Shipment of privately owned vehicle (POV) (Subpart B of
Part 302-9 of this chapter).

(2) Per diem for employee only (Part 302-4 of this chapter).

(3) Transportation & temporary storage of household goods
(Part 302-7 of this chapter).

(4) Extended storage of household goods (Part 302-8 of this chapter).t

(5) Transportation of a mobile home or boat used as a primary
residence in lieu of the transportation of household goods
(Part 302-10 of this chapter).

1 Noteto Column 1, Item 4: Only when assigned to a designated isolated official station in CONUS.
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TABLE B: ASSIGNED TO FIRST OFFICIAL STATION OUTSIDE THE CONTINENTAL UNITED STATES (OCONUS)

Column 1—
Relocation allowancesthat agency must pay or reimburse

Column 2—
Relocation allowances that agency has discretionary authority to
pay or reimburse

(1) Transportation of employee & immediate family member(s)
(Part 302-4 of this chapter).

(2) Shipment of privately owned vehicle (POV) (Part 302-9 of this
chapter).

(2) Per diem employee only (Part 302-4).

(2) Temporary quarters subsistence expense (TQSE) is not authorized
in aforeign area, however, you may be entitled to the following
under the Department of State Standardized Regulations
(Government Civilians-Foreign Areas) whichisavailablefromthe
Superintendent of Documents, Washington, DC 20402.

(a) Foreign Transfer Allowance (FTA) (Subsistence Expense) for
quarters occupied temporarily before departure from the 50
states or the District of Columbiafor aofficia stationin a
foreign areaincident to apermanent change of station andtravel
to first official station overseas.

(b) Temporary quarters subsistence allowance (TQSA) when a
transfer is authorized to aforeign area.

(c) The miscellaneous expense portion of the FTA is authorized
incident to first officia station travel to aforeign area.

(3) Transportation & temporary storage of household goods
(Part 302-7 of this chapter).

(3) Use of relocation service companies only when transfer isto
Alaska or Hawaii (Part 302-12 of this chapter).

(4) Extended storage of household goods (Part 302-8 of this chapter).

(4) Home marketing incentives only when transfer isto anon-foreign
OCONUS area (Part 302-15 of this chapter).

§302-3.3 Asanew appointee, arethereany expensesthat
my agency will not pay?

Yes, as a new employee, your agency will not pay for
expenses that are not listed in §302-3.2 (e.g., per diem for
family, cost of househunting trip, miscellaneous expense
allowance, etc.).

§302-3.4 If my agency authorizes me allowances for
relocation, must it pay all of the expenseslisted in
§302-3.2?

Yes, if your agency authorizes you allowances for reloca-

tion, it must pay all of the expenses listed in §302-3.2.

§302-3.5 IfI travel tomy first official station beforel have
been appointed, will | bereimbursed for my relocation
expenses?

Generally, you may not be reimbursed for relocation
expenses incurred before you have been appointed to a Fed-
eral position and signed an agreement to remain in Govern-
ment service for 12 months after appointment. However there
is an exception for appointees who have performed Presiden-
tial transition activities. Such appointees may be reimbursed
allowable travel and transportation expenses incurred at any
timefollowing the most recent Presidential el ection oncethey
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have signed aservice agreement. However, appoi ntment must
occur in the same fiscal year as the Presidential transition
activities.

Subpart B—Transferred Employees

§302-3.100 What isatransferred employee?

A transferred employeeisan employee who transfersfrom
one official station to another. This may also include employ-
ees separated as a result of reduction in force or transfer of
functions who are re-employed within one year after such
separation.

§302-3.101 Asatransferred employeewhat relocation
allowances must my agency pay or reimbur se me for
incident to a permanent change of station?
Asatransferred employee there are mandatory and discre-

tionary relocation expenses. Once an agency decisionismade
to pay or reimburse rel ocation expenses indicated for thetype
of transfer intables (A) through (1) of thissection, all the man-
datory allowance must be paid or reimbursed, unless other-
wise stated in the applicable parts. The discretionary
relocation allowances indicated in tables (A) through (1) of
this section may or may not be paid by the agency.
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TABLE A: TRANSFER BETWEEN OFFICIAL STATIONS IN THE CONTINENTAL UNITED STATES (CONUS)

Column 1—
Relocation allowances that agency must pay or reimburse

Column 2—
Relocation allowances that agency has discretionary authority to
pay or reimburse

(2) Transportation & per diem for employee & immediate family
member(s) (Part 302-4 of this chapter).

(2) Househunting per diem & transportation, employee & spouse only
(Part 302-5 of this chapter).

(2) Miscellaneous moving expense (Part 302-16 of this chapter).

(2) Temporary quarters subsistence expense (TQSE) (Part 302-6 of
this chapter).

(3) Sell or buy residence transactions or lease termination expenses
(Part 302-11 of this chapter).

(3) Shipment of privately owned vehicle (POV) (Subpart B of
Part 302-9 of this chapter).

(4) Transportation & temporary storage of household goods
(Part 302-7 of this chapter).

(4) Use of arelocation services company.

(5) Extended storage of household goods (Part 302-8 of this chapter).

(5) Property management services (Part 302-15 of this chapter).

(6) Transportation of a mobile home or boat used as a primary
residence in lieu of the transportation of household goods

(Part 302-10 of this chapter).

(6) Home marketing incentives (Part 302-14 of this chapter).

(7) Relocation income tax allowance (RITA) (Part 302-17 of this
chapter).

1 Noteto Column 1, Item 5: Only when assigned to a designated isolated official station in CONUS.

TABLE B: TRANSFER FROM CONUS TO AN OFFICIAL STATION OUTSIDE THE CONTINENTAL UNITED STATES (OCONUS)

Column 1—
Relocation allowances that agency must pay or reimburse

Column 2—
Relocation allowances that agency has discretionary authority to
pay or reimburse

(2) Transportation & per diem for employee & immediate family
member(s) (Part 302-4 of this chapter).

(1) Temporary quarters subsistence expense (TQSE) is not authorized
in aforeign area, however, you may be entitled to the following
under the Department of State Standardized Regulations (DSSR)
(Government Civilians-Foreign Areas):

(a) A Foreign Transfer Allowance (FTA) for quarters occupied
temporarily before departure from the 50 states or the District
of Columbiafor aofficial station in aforeign areaincident to a
permanent change of station and travel to first official station
oversesas.

(b) Temporary quarters subsistence allowance (TQSA).

(2) Miscellaneous expense allowance (Part 302-16 of this chapter).

(2) Property management services (Part 302-15 of this chapter).

(3) Transportation & temporary storage of household goods
(Part 302-7 of this chapter).

(3) Shipment of aprivately owned vehicle (Part 302-9 of this chapter).

(4) Extended storage of household goods (Part 302-8 of this chapter).

(4) Use of relocation service companies when transfer isto Alaska or
Hawaii (Part 302-12 of this chapter).

(5 Re ocati?n income tax alowance (RITA) (Part 302-17 of this
chapter).

(5) Home marketing incentives when transfer is to Alaska or Hawaii
(Part 302-15 of this chapter).

1 Noteto Column 1, Item 5: Allowed when old and new official stations are located in the United States. Also allowed when instead of
being returned to the former non-foreign area official station, an employee is transferred in the interest of the Government to a different

non-foreign area official station than from the official station from

which transferred when assigned to the foreign official station.
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TABLE C: TRANSFER FROM OCONUS OFFICIAL STATION TO AN OFFICIAL STATION IN CONUS

Column 1—
Relocation allowancesthat agency must pay or reimburse

Column 2—
Relocation allowances that agency has discretionary authority to
pay or reimburse

(1) Transportation & per diem for employee & immediate family
member(s) (Part 302-4 of this chapter).

(2) Shipment of aprivately owned vehicle (Part 302-9 of this chapter).

(2) Temporary quarters subsistence expense (TQSE) (Part 302-6 of
this chapter). 1

(3) Miscellaneous expense allowance (Part 302-16 of this chapter).

(4) Sell & buy residence transaction expenses or lease termination
expenses (Part 302-11 of this chapter).2

(5) Transportation & temporary storage of household goods
(Part 302-7 of this chapter).

(6) Extended storage of household goods only when assigned to a
designated isolated official station in CONUS (Part 302-8 of this
chapter).

(7) Relocation income tax allowance (RITA) (Part 302-17 of this
chapter).

1

) of residence quarters.

Noteto Column 1, Item 2: A TQSA under the DSSR may be authorized preceding final departure subsequent to the necessary vacating

Note to Column 1, Item 4: Allowed when old and new official stations are located in the United States. Also allowed when instead of

being returned to the former non-foreign area official station, an employee is transferred in the interest of the Government to a different
non-foreign area official station than from the official station from which transferred when assigned to the foreign official station.

TABLE D: TRANSFER BETWEEN OCONUS OFFICIAL STATIONS

Column 1—
Relocation allowancesthat agency must pay or reimburse

Column 2—
Relocation allowances that agency has discretionary authority to
pay or reimburse

(1) Transportation & per diem for employee & immediate family
member(s) (Part 302-4 of this chapter).

(2) Shipment of a privately owned vehicle (POV) (Part 302-9 of this
chapter).

(2) Temporary quarters subsistence expense (TQSE) (Part 302-6 of
this chapter). 1

(2) Property management services (Part 302-15 of this chapter).

(3) Transportation & temporary storage of household goods
(Part 302-7 of this chapter).

(4) Miscellaneous expense allowance (Part 302-16 of this chapter).

(5) Extended storage of household goods (Part 302-8 of this chapter).

(6) Relocation income tax allowance (RITA (Part 302-17 of this
chapter).

1 Noteto Column 1, Item 2: TQSA may be authorized under the DSSR.

TABLE E: TOUR RENEWAL AGREEMENT TRAVEL

Column 1—
Relocation allowancesthat agency must pay or reimburse

Column 2—
Relocation allowances that agency has discretionary authority to
pay or reimburse

(1) Transportation for employee & immediate family member(s)
(Part 302-4 of this chapter).

(2) Per diem for employee only (Part 302-4 of this chapter).
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TABLE F: RETURN FROM OCONUS OFFICIAL STATION TO PLACE OF ACTUAL RESIDENCE FOR SEPARATION

Column 1—
Relocation allowances that agency must pay or reimburse

Column 2—
Relocation allowances that agency has discretionary authority to
pay or reimburse

(2) Transportation for employee & immediate family member(s)
(Part 302-4 of this chapter).

(2) Shipment of a privately owned vehicle (POV) (Part 302-9 of this
chapter).

(2) Per diem for employee only (Part 302-4 of this chapter).

(3) Transportation & temporary storage of household goods
(Part 302-7 of this chapter).

TABLE G: LAST MOVE HOME FOR SES CAREER APPOINTEES UPON SEPARATION

Column 1—
Relocation allowances that agency must pay or reimburse

Column 2—
Relocation allowances that agency has discretionary authority to
pay or reimburse

(2) Transportation for employee & immediate family member(s)
(Part 302-4 of this chapter).

(1) Shipment of privately owned vehicle (POV) (Subpart B of
Part 302-9 of this chapter).

(2) Per diem for employee only (Part 302-4 of this chapter).

(3) Transportation & temporary storage of household goods
(Part 302-7 of this chapter).

(4) Transportation of a mobile home or boat used as a primary
residence in lieu of the transportation of household goods

(Part 302-10 of this chapter).

TABLE H: TEMPORARY CHANGE OF STATION (TCS)

Column 1—
Relocation allowances that agency must pay or reimburse

Column 2—
Relocation allowances that agency has discretionary authority to
pay or reimburse

(2) Transportation & per diem for employee & immediate family
member(s) (Part 302-4 of this chapter).

(2) Househunting trip expenses (Part 302-5 of this chapter).

(2) Miscellaneous expense allowance (Part 302-16 of this chapter).

(2) Temporary quarters subsistence expense (TQSE) (Part 302-6 of
this chapter).

(3) Transportation & temporary storage of household goods
(Part 302-7 of this chapter).

(4) Transportation of a mobile home or boat used as a primary
residence in lieu of the transportation of household goods

(Part 302-10 of this chapter).

(5) Transportation of a privately owned vehicle (POV)(Subpart B of
Part 302-9 of this chapter).

(6) Relocation income tax alowance (RITA) (Part 302-17 of this
chapter).

(7) Property management services (Part 302-15 of this chapter).

TABLE |: ASSIGNMENT UNDER THE GOVERNMENT EMPLOYEES TRAINING ACT (5 U.S.C. 4109)1

(2) Transportation of employee & immediate family member(s) (Part 302-4 of this chapter).

(2) Per Diem for employee (Part 302-4 of this chapter).

(3) Movement of household goods & temporary storage (Part 302-7 of this chapter).

1 NotetoTablel: Thealowanceslistedin Table | may be authorized inlieu of per diem or actual expense allowances. Thisisnot considered

a permanent change of station.

302-3-5



§302-3.200

FEDERAL TRAVEL REGULATION

Subpart C—Types of Transfers

Relocation of Two or More Employed | mmediate Family
Members

§302-3.200 When amember of my immediatefamily who
isalso an employee and | aretransferring to the same
official station, may we both receive allowances for
relocation?

Yes, if you and an immediate family member(s) are both
employees and are transferring to the same official station in
the interest of the Government, the allowances under this
chapter apply either to;

(a) Each employee separately and the other is not eligible
as an immediate family member(s); or

(b) Only one of the employees considered as head of the
household and the other is eligible as an immediate family
member(s) on the first employee’s TA.

8§302-3.201 If my immediate family member and | both
transfer tothesameofficial station in theinterest of the
Government, may we both claim the same relocation
expenses?
No, when separate allowances are authorized under this
section, the employing agency or agencies shall not make
duplicate reimbursement for the same claimed expenses.

8§302-3.202 If my immediate family member and | both
transfer tothe same official station, may weboth claim
the samerelocation allowancesfor the same non-
employee family member ?

No, when both you and your immediate family member
transfer in the interest of the Government, you must provide
your agency with the name(s) of non-employee family mem-
ber(s) who will receive alowances under each of your TA.
Only one of you may claim allowances for a non-employee
member(s) of your immediate family (non-employee mem-
bers may only be on one TA).

§302-3.203 If | am transferringin theinterest of the
Government and my employed immediate family
member (s) transfer isnot in theinterest of the
Government, will he/shereceiverelocation allowances?
Yes, your employed immediate family member(s) whose

transfer is not in the interest of the Government will receive

relocation allowances, but solely as amember of your imme-
diate family.
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§302-3.204 When an employed immediate family
member and | aretransferringin theinterest of the
Government, what infor mation must we submit to our
agency?

When you and an employed immediate family member are
transferring in the interest of the Government, you both must
provide:

(a) A signed document stating which method of authoriza-
tion you select (separate or one single authorization); and

(b) Your agency with a written and signed copy of the
names of which non-employee member(s) will receive alow-
ances under your TA; if you select to receive separate TAS.

Reduction in Force Relocation

§302-3.205 If my transfer isinvoluntary (dueto
i.e, reduction in force, cessation, or transfer of work),
isit considered to bein theinterest of the Government?
Yes, an involuntary transfer (i.e., dueto reduction in force,
cessation, or transfer of work) is considered to be in the inter-
est of the Government.

§302-3.206 If | am re-employed after a separation by
reduction in force or transfer of functions, may my
agency pay me arelocation allowance?

Yes, if you arere-employed after a separation by reduction
in force or transfer of function, your agency may pay you a
relocation allowance under the conditions of this chapter if:
(a) You are employed within one year of your involuntary
separation date;

(b) Your new appointment is not temporary; and

(c) Your new appointment is at a different duty station
from where your separation occurred and meets the mileage
criteriain §302-2.6 of this chapter for short distance reloca-
tion.

Overseas Assignment and Return

§302-3.207 Am | eligibleto receiverelocation allowances

for overseasassignment and return travel?

You may be €eligible to receive relocation allowances for
overseas assignment and return travel if you are;

(a) An employee transferring to, from, or between official
stations OCONUS; or

(b) A new appointeeto aposition OCONUS and at thetime
of your appointment your residence is in an area other than
your post of duty.

§302-3.208 What relocation expenseswill my agency pay
for my over seas assignment and return?
To determine what relocation expenses your agency will
pay for your overseas assignment and return, see:
(a) §302-3.2if you are a new appointee; or
(b) 8302-3.101 if you are atransferred employee.
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Overseas Tour Renewal Agreement

§302-3.209 What is overseastour renewal travel?

Overseas tour renewal travel refers to travel of you and
your immediate family returning to your home in the conti-
nental U. S, Alaska, or Hawaii between overseas tours of
duty. See 8§302-3.222 for travel to an actual place of residence
in other than the United States.

§302-3.210 What isan overseastour of duty?
An overseastour of duty isan assignment to a post of duty
outside the continental United States, Alaska or Hawaii.

§302-3.211 What isan allowancefor overseastour
renewal travel?

An allowance for overseas tour renewal travel is areim-
bursement for you and your immediate family of roundtrip
travel and transportation expenses between your overseas
post of duty and your actual place of residencein the U.S.

§302-3.212 How do | know if | am eligible to receive an
allowance for overseastour renewal travel?

You are éligible to receive an allowance for overseas tour
renewal travel if:

(a) You are on an overseas assignment, and you have com-
pleted your tour of duty and satisfactorily completed your ser-
vice agreement time period; and

(b) You are on an overseas assignment and you have
signed a new service agreement to remain at your overseas
post or to transfer to another overseas post of duty; or

(c) You meet the requirements and are eligible for tour
renewal travel from Alaska or Hawaii under §302-3.214.

§302-3.213 What allowanceswill | receive for tour
renewal travel?
For tour renewal travel, you will receive payment for those
authorized expenses as stated initem 5 of Table A and item 4
of Table B of §302-3.101.

§302-3.214 May | receive reimbursement for tour
renewal travel when my travel is between two places
within the United States?

You may only receive reimbursement for tour renewal
travel when your tours are between two placeswithinthe U.S.
if you are an employee who is traveling from Alaska or
Hawaii, and:

(&) You will continue to serve consecutive tours of duty
within the same state from which you're traveling, and on
September 8, 1982 you were:

(2) Serving your tour in one of these areas and have
continued to do so; or

(2) Enrouteto apost of duty in Alaskaor Hawaii under
awritten service agreement to serve atour of duty; or

(3) In the process of performing a tour renewal travel
and has since then entered into another tour of duty in Alaska
or Hawaii;

(b) Tour renewal agreement travel for recruiting or reten-
tion purposesislimited to two round trips beginning within 5
years after the date the employee first begins any period of
consecutive tours of duty in Alaska or Hawaii. Employees
shall be advised in writing of this limitation; or

(c) You are traveling due to your agency’s mission to
recruit or retain you as an employee to fulfill a position that
requires a specia skilled employee or to fill a position in a
remote area.

§302-3.215 Will | bereimbursed for tour renewal travel
from a post of duty in Hawaii and return to a post of
duty in Alaskaor for such travel from a post of duty in
Alaska and return to a post of duty in Hawaii?

No, you will not be reimbursed for tour renewal travel
unless your return travel isto apost of duty in the same State
that you traveled from.

§302-3.216 When must | begin my first tour renewal
travel from Alaska or Hawaii?
You must begin your first tour renewal travel within 5
years of your first consecutive tours in either Alaska or
Hawaii.

§302-3.217 Will my family or | receive per diem for en
routetravel from my post of duty to my actual place of
residencein the U.S.?

No, your family will not receive per diem for en route
travel from your post of duty to your actual place of residence
in the U.S. and return to the same or a different post of duty.

§302-3.218 Arethereany special circumstanceswhen my
agency may authorize metravel and transportation
expensesfor my tour renewal travel in Alaska or
Hawaii?

Other than as specified in §§302-3.209 through 302-3.226,
your agency head will only authorizetravel and transportation
expenses for your tour renewal travel in Alaska or Hawaii if
it determines that:

(a) Agency staffing needs are required to recruit or retain
employees at a post of duty in Alaska or Hawaii; or

(b) Your agency isin need to recruit employees with spe-
cia skills and knowledge and/or to fill positions in remote
areas.

§302-3.219 Istherealimit on how many times| may
receive reimbursement for tour renewal travel?
(a) If you are stationed in aforeign area or in an area other
than Alaska or Hawaii, your agency may reimburse you for
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one overseas tour renewal trip for each time you complete
your service agreement, which isrelated to your post of duty.

(b) For recruiting and retention purposes of consecutive
tours served within Alaska and Hawaii, your agency may
reimburse you a maximum of two round trips which must
begin within 5 years after the date of your first tour.

8302-3.220 May my family and | travel to another U.S.
location (other than from my actual placeof residence)
under my tour renewal agreement?

Yes, you and your family may travel to another U.S. loca-
tion (other than from your actual place of residence) under
your tour renewal agreement. However, your agency will only
reimburse you for the amount of authorized expenses from
your post of duty to your actual place of residence and return
(as appropriate) on a usually traveled route.

Note to §302-3.220: If your actual place of residence is
located inthe U.S., you and your family must spend asubstan-
tial amount of time in the U.S. in order to receive reimburse-
ment.

§302-3.221 If | travel to another placein the U.S. (other
than my actual place of residence) am | required to
spend time at my actual place of residenceto receive
reimbur sement?

No, you are not required to spend time at your actual place
of residenceto receive reimbursement if you travel to another
placein the U.S. (other than your actual place of residence).

8302-3.222 Will | bereimbursed if | travel to another

overseaslocation (instead of the U.S.)?

If you travel to another overseas location (instead of the
U.S.), you will be reimbursed only if your actual residenceis
within that country in which you are taking your leave, and
then you will only be reimbursed your authorized travel and
transportation expenses. You will have to pay any expense(s)
above your authorized amount.

§302-3.223 What happensif | violate my new service
agreement under atour renewal assignment?

If you fail to complete your period of service under your
new service agreement for reasons that are not acceptable to
your agency, you must pay the Government:

(a) All transportation and per diem expenses that you
received during your service agreement period for tour
renewal travel of you and your immediate family;

(b) Transportation expensesfor family memberswho trav-
eled directly from your former post of duty to your current
post of duty; and

(c) All transportation expenses for shipment of household
goods from your former post to your current post of duty.
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§302-3.224 1f | violatemy new service agreement, will the
Government reimburse me for return travel and
transportation to my actual place of residence?

If you violate your new service agreement, the Govern-
ment will reimburseyou for returntravel and transportation to
your actual place of residence only if you did not receive al
of your allowances under a previous service agreement in
which you successfully completed your required period of
service. The Government will then authorize you reimburse-
ment cost for return travel and transportation expenses from
your former post of duty to your actual place of residence. If
there isany additional cost you must pay the difference.

Prior Return of Immediate Family Members

§302-3.225 If my immediate family member (s) return to
the U.S. before me, will | be reimbursed for
transporting part of my household goods with my
family and therest of my household goods when |
return?

Yes, if your family member(s) return to the U.S. before
you, you will be reimbursed for transporting part of your
household goods with your family and the rest of the house-
hold goods when you return as long as the combined weight
of the two shipments does not exceed your total authorized
weight limit.

§302-3.226 Will the Government reimburse meif | am
not eligibleto return with my immediate family
member (s) to the U.S. and choose to send them at my
own expense?

Yes, if you pay for the prior return of your eligible imme-
diate family member(s), you will be reimbursed when you
become eligiblefor return travel and transportation, you must
provide your agency with all receipts and documentation to
support your cost. Your agency will then reimburse your
expenses, not to exceed your authorized allowance.

§302-3.227 If | becomedivorced from my spouse while
OCONUSwill I receive reimbur sement to return my
former spouse and dependentsto the U.S.?

Yes, if you become divorced from your spouse while
OCONUS, you will receive reimbursement to return your
former spouse and dependents to their place of actua resi-
dence within or outside CONUS.

§302-3.228 |s my dependent who turned 21 while

over seas entitled to return travel to my place of actual

residence at the expense of the Gover nment?

Your dependent who turned 21 while overseasisentitled to
return travel to your place of actual residence at the expense
of the Government only if your dependent traveled overseas



Chapter 302—Relocation Allowances
Part 302-3—Relocation Allowance by Specific Type

§302-3.307

as your dependent under your TA, but not beyond the end of
your current agreed tour of duty.

Subpart D—Relocation Separation
Overseasto U.S. Return for Separation

§302-3.300 Must my agency pay for return relocation
expensesfor my immediate family and meoncel have
completed my duty OCONUS?

Yes, once you have completed your duty OCONUS as
specified in your service agreement, your agency must pay
one-way transportation expenses for you, for your family
member(s), and for your household goods.

§302-3.301 May | transport my household goodsto a
location other than my actual place of residence when
| separate from the Government?

Yes, if you have successfully completed your service
agreement, you may transport your household goods to a
location other than your actual place of residence when you
separate from the Government. However, the cost cannot
exceed what it would cost to your actua place of residence.
Any additional cost will be borne by you.

§302-3.302 May my agency pay for my immediate family
member (s) and my household goodsto bereturned to
the U.S. before | complete my service agreement?

Yes, your agency may pay for your immediate family
member(s) and your household goods to be returned to the
U.S. before you complete your service agreement. However,
your reason for not completing your service agreement must
be determined by your agency as compassionate in nature or
for circumstances beyond your control.

§302-3.303 May | claim reimbursement for thereturn of
my immediate family member (s) or household goods
mor e than once under one service agreement?

No, you cannot claim reimbursement for the return of your
immediate family member(s) or household goods more than
once under one service agreement.

SES Separation for Retirement

§302-3.304 Whoisentitled to SES separation relocation

allowances?

You are entitled to SES separation rel ocation allowancesif
you meet the conditions in §302-3.307 and you are:

(@) A career appointee to the SES as defined in
5U.S.C. 3132(a)(4); or

(b) A non-SES appointee who elects to retain SES retire-
ment benefits and:

(1) Has a basic rate of pay at Level V of the Executive
Schedule or higher; or

(2) Was previously a career appointee in the SES; or

(3) Elected under 5 U.S.C. 3392(c) toretain SESretire-
ment benefits; or

(c) A Medica Center Director who:

(1) Served as a director of a Department of Veterans
Affairsmedical center under 38 U.S.C. 4103(a)(8) asin effect
on November 17, 1988; or

(2) Separated from Government service on or after
October 2, 1992; or

Isnot covered in paragraph (a) or (b) of this section; or
(d) An immediate family member of an SES employee
who died:

(1) In Government service on or after January 1, 1994,
or

(2) After separating from Government service but
before travel and/or transportation authorized under this sub-
part were completed.

§302-3.305 Whoisnot eligiblefor SES separation
relocation expense allowances?

You are not eligible for SES separation relocation expense
allowancesif:

(a) You areacareer appointeeto an SES position, and your
appointment isalimited term, limited emergency, or anonca-
reer appointment. (See 5 U.S.C. 3132(a)(5) through (7)); or

(b) You are an appointee to the Government but do not
meet the criteria status within §302-3.304.

§302-3.306 If | meet the conditionsin §302-3.307, what
expensesam | allowed under separation for retirement
travel?

If you meet the conditions in §302-3.307, see item 7 of

Tables A and Cin §302-3.101.

§302-3.307 Under what conditions may | receive

separ ation relocation travel for my family and me?

You may receive separation relocation travel for you and
your family if:

(@ You ae a career appointee as defined in
5U.S.C. 3132(a)(4), and you were transferred or reassigned
geographically in the interest of and at the expense of the
Government from one official station to another for perma
nent duty from:

(1) An SES career appointment to another SES career
appointment; or

(2) An SES career appointment to an appointment out-
side the SES at arate of pay equal to or higher than Level V
of the Executive Schedule, and the employee elects to retain
SES retirement benefits under 5 U.S.C. 3392; or

(3) A non-SES career appointment at the time of your
transfer or assignment, which includes an appointment in a
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civil service position outside the SES, to an SES career
appointment;

(b) At the time of the transfer or reassignment:

(1) You were eligible to receive an annuity for optional
retirement under section 8336(a), (b), (¢), (e), (f), or (j) or
subchapter 111 of chapter 83 (Civil Service Retirement Sys-
tem (CSRS)) or under section 8412 of subchapter Il of
chapter 84 (Federal Employees Retirement System (FERS))
of title, 5U.S.C,; or

(2) You were within 5 years of eligibility to receive an
annuity for optional retirement under one of the authoritiesin
paragraph (b)(1) of this section; or

(3) Youwereedligibletoreceivean annuity based ondis-
continued service retirement or early voluntary retirement
under an OPM authorization, under section 8336(d) of
subchapter 11l of chapter 83, or under 8414(b) of
subchapter 11 of chapter 84 of title5 U.S.C,;

(c) You separate from Federal service on or after Septem-
ber 22, 1988;

(d) You are €eligible to receive an annuity upon separation
(or, in the case of death, you met the requirements for being
considered eligible to receive an annuity, as of the date of
death) under the provisions of subchapter |11 of chapter 83
(CSRS) or chapter 84 (FERS) of title 5 U.S.C., including an
annuity based on optional retirement, discontinued service
retirement, early voluntary retirement under an OPM authori-
zation, or disability retirement; and

(e) You have not previously received separation relocation
benefits from the Government for retirement.

§302-3.308 Do | haveto provide my agency with any
special documentsbeforereceiving reimbursement for
moving expenses?

Yes, before receiving reimbursement for moving
expenses, you must submit arequest to your agency for autho-
rization and approval of your moving expenseswith your ten-
tative moving dates and the origin and destination location of
your planned move, within the timeframe and format speci-
fied by your agency.

§302-3.309 Where should my travel and transportation
begin?
Your travel and shipment of your HHG should begin from
your last official station.

8302-3.310 Wherewill | be authorized to separate?

You will be authorized to separate at the place where you
have chosen to reside within the United States.
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§302-3.311 May | receive reimbursement for travel and
transportation from an alternate location other than
the duty station?

You will only be reimbursed for expenses up to the cost of
travel and transportation expenses from your authorized offi-
cia station to the placeinthe U.S. you have el ected to reside.
Any additional cost you will have to pay.

§302-3.312 Upon separation, if | elect toresidein a
different geographical area which islessthan 50 miles
from my official duty station, will | receive
reimbursement?

No, if upon separation you elect to residein adifferent geo-
graphical area which is less than 50 miles from your official
station, you will not receive reimbursement.

§302-3.313 May | have my household goodstransported
from morethan onelocation?

Yes, you may have your household goodstransported from
more than onelocation. However, you will only receivereim-
bursement based on the cost of shipment from your official
station, in onelot by the most economical routeto thelocation
where you elect to return. You will have to pay for any cost
above what is authorized.

§302-3.314 Isthereatimelimit when | must begin my

travel and transportation upon separation?

Yes, al travel and transportation of household goods must
begin no later than six months after:

Your date of separation; or

The date of death of the employee who died before
separation.

§302-3.315 May | be granted an extension on beginning
my separ ation travel?

Your agency may grant you or your family member (in
case of your death) an extension on beginning your separation
travel, not to exceed 2 years from your effective date of sep-
aration or death if you died before separating.

Subpart E—Employee's Tempor ary Change of
Sation

§302-3.400 What isa “temporary change of station

(TCcy)”?

A TCS means the relocation to a new official station for a
temporary period while performing a long-term assignment,
and subsequent return to the previous official station upon
completion of that assignment.

§302-3.401 What isthe purposeof a TCS?
A TCS provides agencies an aternative to a long-term
temporary duty travel assignment which will increase your
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satisfaction and enhance morale, reduce your incometax lia-
bility, and save the Government money.

8302-3.402 When am | eligiblefor aTCS?

You are eligible for a TCS when you are directed to per-
form a TCS at along-term duty location, and you otherwise
would beéligiblefor payment of temporary duty travel allow-
ances authorized under Chapter 301 of this title. For excep-
tions, see §302-3.403.

8302-3.403 Whoisnot eligiblefor a TCS?

The following individuals are not eligible for aTCS:

(a) A new appointee;

(b) An employee assigned to or from a State or local Gov-
ernment under the Intergovernmental Personnel Act
(5U.S.C. 3372 et seq.);

(c) Anindividua employed intermittently in the Govern-
ment service as a consultant or expert and paid on a daily
when-actually-employed (WAE) basis;

(d) Anindividual serving without pay or at $1 ayear; or

(e) An employee assigned under the Government Employ-
ees Training Act (5 U.S.C. 4109).

§302-3.404 Under what circumstances will my agency

authorizea TCS?

Your agency will authorize a TCS when:

(a) Itisnecessary to accomplish the mission of the agency
effectively and economically, and

(b) You are directed to perform along-term assignment at
another official station; or

(c) Your agency otherwise could authorize temporary duty
travel and pay travel alowances, including payment of sub-
sistence expenses, under Chapter 301 of thistitlefor thelong-
term assignment; or

(d) Your agency determines it would be more advanta-
geous, cost and other factors considered, to authorize along-
term assignment; and

(e) You meet any additional conditions your agency has
established.

§302-3.405 If my agency authorizesa TCS, do | havethe
option of electing payment of per diem expensesunder
Part 301-11 of thistitle?

No, you do not have the option of electing payment of per
diem expenses under Part 301-11 of this title if your agency
authorized a TCS.

§302-3.406 How long must my assignment befor meto
qualify for aTCS?
To quaify for a TCS, your assignment must be not less
than 6 months, nor more than 30 months.

§302-3.407 What istheeffect on my TCSreimbur sement
if my assignment lastslessthan 6 months?

Your agency may authorize a TCS only when a TCS is
expected to last 6 months or more. If your assignment is cut
short for reasons other than separation from Government ser-
vice, you will be paid TCS expenses.

§302-3.408 What istheeffect on my TCSreimbur sement
if my assignment lasts more than 30 months?

If your assignment exceeds 30 months, your agency:

(a) Must permanently assign you to your temporary offi-
cial station or return you to your previous officia station;

(b) May not pay for extended storage or property manage-
ment servicesincurred after thelast day of thethirtieth month;
and

(c) Must pay the expenses of returning you and your
immediate family and household goods to your previous offi-
cial station unless you are permanently assigned to your tem-
porary official station.

§302-3.409 Isthereany required minimum distance
between an official station and a TCSlocation that
must be met for meto qualify for a TCS?

No, there is no required minimum distance between an
official station and aTCS location that must be met for you to
qualify for a TCS. However, your agency may establish the
areawithin which it will not authorizea TCS.

§302-3.410 Must | sign a service agreement to qualify for
aTCSs?
No, you do not need to sign a service agreement to qualify
foraTCS.

§302-3.411 What ismy official station during my TCS?
Your official station during your TCS is the location of
your TCS.

Expenses Paid Upon Assignment

§302-3.412 What expenses must my agency pay?

Your agency must pay:

(a) Travel, including per diem, for you and your immediate
family under Part 302-4 of this chapter;

(b) Transportation and temporary storage of your house-
hold goods under Part 302-7 of this chapter;

(c) Extended storage when it is necessary as approved by
your agency under Part 302-8 of this chapter;

(d) Transportation of amobile home instead of transporta-
tion of household goods under Part 302-10 of this chapter;

(e) A miscellaneous  expenses allowance  under
Part 302-16 of this chapter;

(f) Transportation of a privately owned vehicle(s) under
Part 302-9 of this chapter; and
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(9) A relocation income tax allowance under Part 302-17
of this chapter for additional income taxes you incur on pay-
ments your agency makes under the authority of this section
for your relocation expenses.

§302-3.413 Arethereother expensesthat my agency may

pay?

Yes, your agency may pay:

(a) Househunting trip expenses under Part 302-5 of this
chapter;

(b) Temporary quarters subsistence expenses under
Part 302-6 of this chapter; and

(c) Reimbursement for property management services
under Part 302-15 of this chapter.

Expenses Paid During Assignment

8302-3.414 If my agency authorizesa TCS, will it pay for
extended storage of my household goods?

Yes, if your agency authorizes a TCS, it will pay for
extended storage when it is necessary. Extended storage
expenses include:

(8) Packing/unpacking;

(b) Crating/uncrating;

(c) Transporting to and from place of storage;

(d) Charges while in storage; and

(e) Other necessary charges directly related to storage.

8§302-3.415 How long may my agency pay for extended
storage of household goods?
Your agency may pay for extended storage of household
goods for the duration of your TCS.

8302-3.416 Isthereany limitation on the combined
weight of household goods| may transport and storeat
Government expense?

Yes, the maximum combined weight is 18,000 pounds net
weight. If you transport and/or store household goods in
excess of the maximum weight allowance, you will be
responsible for any excess cost.

8§302-3.417 Will | havetopay any incometax if my agency

pays for extended storage of my household goods?

You will be subject to income taxes on the amount of
extended storage expenses your agency pays. However, your
agency will pay you arelocation income tax allowance under
Part 302-17 of this chapter for substantially all of the addi-
tional Federal, State and local income taxes you incur on the
EXPENSES your agency pays.
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§302-3.418 Will my agency pay for property management
serviceswhen | am authorized a TCS?

Yes, your agency will reimburse you directly for expenses
you incur or make payments on your behalf to a relocation
services company, if you so choose. Theterm “property man-
agement services’ refers to a program provided by a private
company for afee, which assists you in managing your resi-
dence at your previous official station as a rental property.
Services provided by the company may include, but are not
limited to, obtaining a tenant, negotiating a lease, inspecting
the property regularly, managing repairs and maintenance,
enforcing lease terms, collecting rent, paying the mortgage
and other carrying expenses from rental proceeds and/or fund
of the employee, and accounting for the transactions and pro-
viding periodic reports to the employee.

§302-3.419 For what property will my agency pay
property management services?
Your agency will only pay for the property fromwhichyou
commuted to/from work on adaily basisat your previous offi-
cial station.

§302-3.420 How long will my agency pay for property
management services?
Your agency will pay for property management services
for the duration of your TCS.

§302-3.421 What arethe income tax consequences when
my agency pays for property management services?
When your agency pays for property management ser-

vices:

(a) You will be taxed on the amount of property manage-
ment expenses your agency pays, whether it reimburses you
directly for your expenses or pays a relocation services com-
pany to manage your residence; and

(b) Your agency will pay you a relocation income tax
alowance under Part 302-17 of this chapter for substantially
al of the additional Federal, State and local income taxesyou
incur on the expenses your agency pays.

Note to §302-3.421: You may wish to consult with a tax
advisor to determine whether you will incur any additional tax
liability, unrelated to your agency’s payment of your property
management expenses, as a result of maintaining your resi-
dence as arental property.

Expenses Paid Upon Completion of Assignment or Upon
Separation From Government Service

§302-3.422 What expenses will my agency pay when |
completemy TCS?
Your agency will pay for the following expenses in con-
nection with your return to your previous official station:
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(a) Travel, including per diem, for you and your immediate
family under Part 302-4 of this chapter;

(b) Transportation and temporary storage of your house-
hold good under Part 302-7 of this chapter;

(c) Transportation of amobile home instead of transporta-
tion of our household goods under Part 302-10 of thischapter;

(d) Temporary quarters subsistence expenses under
Part 302-6 of this chapter;

(e) A miscellaneous
Part 302-16 of this chapter;

(f) Transportation of a privately owned vehicle(s) under
Part 302-9

of this chapter; and

(9) A relocation income tax allowance under Part 302-17
of this chapter for additional income taxes you incur on pay-
ments your agency makes under the authority of this part for
your relocation expenses.

expenses alowance under

§302-3.423 If | separate from Gover nment service upon
completion of my TCS, what relocation expenses will
my agency pay upon my separation?

If you separate from Government service upon completion
of your TCS, your agency will upon your separation, pay the
same rel ocation expenses it would have paid had you not sep-
arated from Government service upon completion of your
TCS.

§302-3.424 1f | separate from Government service prior
tocompletion of my TCS, what relocation expenseswill
my agency pay upon my separation?

If you separate from Government service prior to comple-
tion of your TCS for reasons beyond your control that are
acceptable to your agency, your agency will pay the same
relocation expenses it would pay under §302-3.423. If thisis
not the case, the expenses your agency pays may not exceed
the reimbursement that you would have received under this
chapter or Chapter 301 of this title whichever your agency
determines to be in the best interest of the Government.

8302-3.425 If | have been authorized successive
temporary changes of station and reassigned from one
temporary official station to another, what expenses
will my agency pay upon completion of my last
assignment or my separation from Government
service?

Your agency will pay the expenses authorized in

§302-3.422 for your relocation from your current temporary

official station to your last permanent official station.

Permanent Assignment to Temporary Official Sation

§302-3.426 How ispayment of my TCS expenses affected
if | am permanently assigned to my temporary official
station?

Payment of TCS expenses stops once your temporary offi-
cial station becomes your permanent official station. Your
agency may not pay any TCSexpensesincurred beginning the
day your temporary official station becomes your permanent
official station.

§302-3.427 What relocation allowances may my agency
pay when | am per manently assigned to my temporary
official station?

When you are permanently assigned to your temporary
official station, your agency may pay:

(@) Travel, including per diem, in accordance with
Part 302-4 of this chapter, for one round trip between your
temporary official station and your previous official station,
for you and members of your immediate family who relocated
to the temporary official station with you. Your agency may
also pay the same expensesfor aone-way trip from the previ-
ous official station to the new permanent officia station for
any immediate family members who did not accompany you
to the temporary official station;

(b) Residence transaction expenses under Part 302-11 of
this chapter;

(c) Property management expenses under Part 302-15 of
this chapter;

(d) Relocation services under Part 302-12 of this chapter;

(e) Temporary quarters subsistence expenses in accor-
dance with Part 302-6 of this chapter;

(f) Transportation of household goods not previously
transported to the temporary official station under Part 302-7
of this chapter; and

(g) Transportation of aprivately owned vehicle(s) not pre-
viously transported to the temporary official station under
§302-9.6 of this chapter.

§302-3.428 If | am permanently assigned to my
temporary official station, isthereany limitation onthe
weight of household goods| may transport at
Government expenseto my official station?

Yes. If you are permanently assigned to your temporary
official station, you are limited to 18,000 pounds net weight
for household goods you may transport at Government
expenseto your official station. This maximum weight will be
reduced by the weight of any household goods transported at
Government expense to your temporary official station under
your TCS authorization. Subject to the 18,000 pound limit,
your agency will pay to transport any household goods in
extended storage to your official station. Additionally, if you
change your residence as a result of your permanent assign-
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ment to your temporary official station, your agency may pay
for transporting your household goods, subject to the 18,000~
pound limit, between the residence you occupied during your
temporary assignment and your new residence.

§302-3.429 Arethereany relocation allowances my
agency may not pay if | am per manently assigned tomy
temporary official station?

If you are permanently assigned to your temporary official
station, your agency may not pay:

(a) Expenses of a househunting trip for you and your
spouse to your temporary official station under Part 302-5 of
this chapter; or

(b) Residence transaction expenses for selling aresidence
or breaking a lease at the temporary official station under
Part 302-11 of this chapter.

Subpart F—Agency Responsibilities

Note to Subpart F: Use of pronouns “we”, “you”, and
their variants throughout this subpart refers to the agency.

§302-3.500 What gover ning policiesand proceduresmust
we establish for paying a relocation allowance under
this Part 302-3?

You must establish how you will implement policies that
are required for this part, which include;

() When you will pay relocation expensesif an employee
violates hisher service agreement;

(b) When you will authorize separate relocation allow-
ances to an employee and an employee’s immediate family
member that are both transferring to the same official station;

(c) When you will grant an employee and/or the
employee's immediate family member(s) an extension on
beginning separation travel;

(d) When you will allow an employee to arrange his’her
own relocation upon separation;

(e) When you will authorize atemporary change of station
(TCS);

(f) When you will define an area not to reimburse for a
TCS;

(9) When you will pay extended storage of household
goods for TCS; and

(h) What relocation allowances you will and will not pay
when an employee is permanently assigned to a temporary
official station.

§302-3.501 Must weestablish any specific proceduresfor
paying a relocation allowanceto new appointees?
Yes, you must establish specific guidelines for paying a
relocation allowance to new appointees. These guidelines
must establish the:
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(@) Criteriain accordancewith 5 CFR part 572 on how you
will determineif anew appointeeiseligible for the relocation
allowances authorized therein; and

(b) Procedures which will provide new appointees with
information surrounding his’her benefits.

§302-3.502 What factors should we consider in

deter mining whether to authorizea TCSfor along-

term assignment?

You should consider the following factors in determining
whether to authorize a TCS:

(a) Cost considerations. You should consider the cost of
each aternative. A long-term temporary duty travel assign-
ment requires the payment of either per diem or actual subsis-
tence expenses for the entire period of the assignment. This
could be very costly to the agency over an extended period. A
TCSwill require fairly substantial relocation allowance pay-
ments at the beginning and end of the assignment, and less
substantial payments for extended storage and property man-
agement services, when authorized, during the period of the
assignment. Agencies should estimate the total cost of each
aternative and authorize the one that is most advantageous
for the agency, cost and other factors considered;

(b) Tax considerations. An employee who performsatem-
porary duty travel assignment exceeding one year at asingle
location is subject toincometaxation of his/her travel expense
reimbursements. The lncome Tax Reimbursement Allowance
(ITRA) alows for the reimbursement of Federal, Sate and
local income taxes incurred as aresult of an extended tempo-
rary duty assignment (see §8301-11.501 through 301-11.640
of thistitle). An employee who is authorized and performs a
TCS aso will be subject to income taxation of some, but not
al, of his’her TCS expenses. You will pay an offsetting Relo-
cation Income Tax (RIT) allowance on an employee’'s TCS
expense reimbursements; and

(c) Employee concerns. The long-term assignment of an
employee away from his’her official station and immediate
family may negatively affect the employee’s morale and job
performance. Such negative effects may be aleviated by
authorizing a TCS so the employee can transport his/her
immediate family and/or household goods at Government
expense to the location where he/she will perform the long-
term assignment. You should consider the effects of along-
term temporary duty travel assignment on an employee when
deciding whether to authorize a TCS.

Service Agreements

§302-3.503 Must we require employeesto sign a service
agreement?
Yes, you must require employees to sign a service agree-
ment if the employee is receiving reimbursement for reloca-
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tion travel expenses, except as provided in §302-3.410 for a
temporary change of station.

§302-3.504 What information should weincludein a
service agreement?

The service agreement should include, but not be limited
to the following:

(a) The employee’s name;

(b) The employee's effective date of transfer or appoint-
ment;

(c) Theemployee's actual place of residence at the time of
appointment;

(d) Thename of al dependentsthat are authorized to travel
under the TA;

(e) Detailed information regarding the employee's obliga-
tion to repay funds spent on his’her relocation as a debt due
the Government if the service agreement is violated;

(f) Theemployee's agreed period of time (see §302-3.505)
to remainin service; and

(9) The employee’s signature accepting the terms of the
agreement.

§302-3.505 How long must we require an employee to
agreetothetermsof a service agreement?

You must require an employee to agree to the terms of a
service agreement:

(a) Within the continental United Statesfor aperiod of ser-
vice of not less than 12 monthsfollowing the effective date of
your transfer;

(b) Outside the continental United States for an agreed
upon period of service of not morethan 36 monthsor lessthan
12 months following the effective date of transfer;

(c) Department of Defense Overseas Dependent School
System teachers for a period of not less than one school year
as determined under chapter 25 of Title 20, United States
Code; and

(d) Renewal agreement travel for a period of not less than
12 months from the date of return to the same or different
overseas duty station.

§302-3.506 May we pay relocation expensesif the
employee violates his/her service agreement?

If an employee does not fulfill the terms of the service
agreement, the employee is indebted to the Government for
al relocation expenses that have been reimbursed to the
employee or that have been paid directly by the Government.
However, if the reasons for not fulfilling the terms of the ser-
vice agreement are beyond the employee’s control and
acceptable to the agency, you may rel ease the employee from
the service agreement and waive any indebtedness.

New Appointees

§302-3.507 Once we authorize relocation expenses for
new appointeesor student traineeswhat expensesmust
we pay?

Once you authorize relocation expenses for new appoin-
tees or student trainees, you must pay expensesin accordance

with §302-3.2.

§302-3.508 What relocation expenses are not authorized
for new appointeesor student trainees?
You must not pay any expenses to new appointees or stu-
dent trainees for a relocation that are not listed under
§302-3.2.

Overseas Assignment and Return

§302-3.509 What policies must we follow when
appointing an employee to an over seas assignment?
When appointing an employee to an overseas assignment,

you must:

(a) Establish the employee’s actual place of residence at
the time of appointment and state it in his’her service agree-
ment;

(b) Use guidance in 8 U.S.C. 1101(33) which states that
“Theterm “residence” means the place of general abode; the
place of general abode of aperson means his principal, actual
dwelling placeinfact, without regard to intent”, for establish-
ing places of residence; and

(c) Require the employee to sign the service agreement
prior to his/her relocation.

§302-3.510 When must we pay return travel for

immediate family member s?

You must pay transportation expenses for one-way return
travel of immediate family members when the employee has
successfully completed his’her service agreement period
OCONUS.

§302-3.511 What must we consider when determining
return travel for immediate family member (s) for
compassionate reasons prior to completion of the
service agreement?

You must determine that the public interest requires the
return of the immediate family for compelling personal rea-
sons of a humanitarian or compassionate nature, which may
involve:

(a) Higlher physical or mental health;

(b) The death of amember of the immediate family;

(c) Obligations imposed by authority or circumstances
over which the individual has no contral;

(d) The divorce or annulment of the employee’s marriage;
or
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(e) A dependent that traveled to post of duty on the
employee's authorized TA and has now reached hisher 21%
birthdate.

§302-3.512 How many timesarewerequired topay for an
employee'sreturn travel?
You must pay for return travel and transportation of an
employee only once at the end of each agreed period of ser-
vice.

Overseas Tour Renewal Travel

8302-3.513 May we allow a travel advance for tour
renewal agreement travel?
No, you cannot allow a travel advance for tour renewal
agreement travel.

8302-3.514 Under what conditions must we pay for tour

renewal agreement travel?

You must pay tour renewal agreement travel when:

(8) Theemployee has completed the agreed upon period of
service outside CONUS;

(b) The employee has agreed to serve another OCONUS
tour of duty at the same or different duty station; and

(c) You have determined that the empl oyee meets the spe-
cial rules under §302-3.515 for Alaska or Hawaii.
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§302-3.515 What special rules must we apply for
reimbur sement of tour renewal travel for employees
stationed, assigned, appointed or transferred to/from
Alaska or Hawaii?

The following rules apply:

(a) If on September 8, 1982 the employee was serving or
committed to serve atour of duty in Alaskaor Hawaii thenthe
employee shall continue to receive reimbursement for tour
renewal agreement travel;

(b) After September 8, 1982 you must determine that tour
renewal agreement travel expenses are necessary for the pur-
poses of recruiting and retaining employees and you must
inform employees in writing that tour renewa agreement
travel for the purposes of recruiting and retentionislimited to
two round trips beginning within 5 years after the date the
employeefirst beginsany period of consecutive tours of duty.

SES Separation for Retirement

§302-3.516 What must we do beforeissuing payment for
SES separ ation-relocation travel?
Before issuing payment for separation-relocation travel,
you must establish timeframes for employees to submit
reguest for authorization and approval of relocation expenses.

§302-3.517 May weissuetravel advancesfor separation
relocation?
No, travel advances for separation relocation may not be
authorized.
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PART 302-4—ALLOWANCES FOR SUBSISTENCE AND TRANSPORTATION

Authority: 5 U.S.C. 5738; 20 U.S.C. 905 (a); E.O. 11609,
36 FR 13747, 3 CFR, 1971-1973 Comp., p. 586.

Subpart A—Eligibility

Noteto Subpart A: Use of pronouns“1”, “you”, and their
variantsthroughout this subpart refersto the employee, unless
otherwise noted.

§302-4.1 What isa permanent change of station (PCS)?

A permanent change of station (PCS) is an assignment of
a new appointee to an official station or the transfer of an
employee from one official station to another on a permanent
basis.

§302-4.2 Am | eligiblefor subsistenceand transportation
allowancesfor PCStravel under thispart?

Yes, you are eligible for subsistence and transportation
allowances for PCS travel if your agency specifically autho-
rizes relocation expenses under this part and are:

(a) Transferred employees (within or outside CONUS);

(b) New appointees (within or outside CONUS); and

(c) An employees assigned to posts of duty outside
CONUS in connection with either overseas tour renewal
agreement travel or return travel to places of residence for
separation.

Note to 8302-4.2: Also see tables at §8302-3.2 and
302-3.101.

Subpart B—Travel Expenses

8302-4.100 What PCStravel expenseswill my immediate
family membersreceive?

Except as specifically provided in §302-4.202, the rules
(for TDY travel) in Chapter 301 of this title will be used for
payment of the travel expenses of your immediate family
members.

8302-4.101 Must my immediate family member (s) and |
begin PCStravel at the old official station and end at
the new official station?

No, if an aternate location is used, reimbursement is lim-
ited to the alowable cost by the usualy traveled route
between your old and new official stations.

Subpart C—Per Diem

§302-4.200 What per diem ratewill | receivefor en route
relocation travel within CONUS?

Your per diem for en route relocation travel between your
old and new official stations will be at the standard CONUS
rate (see applicable FTR Per Diem Bulletins available on the
Internet at http://www.gsa.gov/perdiem). You will be reim-
bursed in accordance with §8301-11.100 through 301-11.102
of thistitle.

§302-4.201 How are my authorized en routetravel days
and per diem determined for relocation travel?

Your authorized en route travel days and per diem are
determined as follows: The number of authorized travel days
isthe actual number of days used to complete the trip, but not
to exceed an amount based on aminimum driving distance per
day determined to be reasonable by your agency. The mini-
mum driving distance shall be not less than an average of 300
miles per calendar day. An exception to the daily minimum
driving distance may be made when delay is beyond control
of the employee, such as when it results from acts of God or
restrictions by Government officials; when the employee is
physically handicapped; or for other reasons acceptableto the

agency.

§302-4.202 Arethereany circumstancesin which a per
diem allowance for my immediate family membersis
not allowed?

Yes, per diem for your immediate family members cannot
be authorized if you are;

(a) A new appointee;

(b) Assigned to posts of duty outside CONUS returning to
place of actual residence for separation; or

(c) Being relocated under the Government Employees
Training Act (5 U.S.C. 4109).

Transferred Employees Only

§302-4.203 How much per diem will my spousereceiveif
he/she accompanies mewhilel am performing PCS
travel?

The maximum amount your spouse may receive if he/she
accompanies you while you are performing PCS travel is
three-fourths of your daily per diem rate.
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§302-4.204 1f my spouse does not accompany me but
travels unaccompanied at a different time, what per
diem rate will he/she receive?

If your spouse does not accompany you but travels unac-
companied at adifferent time, he/shewill receivethe same per
diem rate to which you are entitled.

§302-4.205 If my spouse and | travel on the same days
along the same general route by using more than one
POV, ismy spouse considered unaccompanied?

No; for per diem purposes, you and your spouse are con-
sidered to be traveling together if you travel on the same days
along the same general route by using more than one POV.

8302-4.206 How much per diem will my immediate
family receive?
Immediate family members age 12 or older receive three-
fourths of your per diem rate, and children under 12 receive
one-half of your per diem rate.

Subpart D—Mileage Ratesfor Use of POV

§302-4.300 What isthe POV mileageratefor PCStravel?
When PCS travel by POV is approved, rates for payment
of mileage allowances are taken from the following table:

Mileage
Occupants of POV rate

Employee only; or one member of immediate family $0.15
Employee and one member; or two members of $0.17
immediate family

Employee and two members; or three members of $0.19
immediate family

Employee and three or more members; or four or more $0.20
members of immediate family

§302-4.301 Dotheratesin §302-4.300 apply if | am
performing over seastour renewal agreement travel?
No, POV mileage must not be authorized for overseas tour

renewal agreement travel.

§302-4.302 Aretherecircumstancesthat would allow me
to receive a higher mileage rate OCONUS?

Yes, your agency may authorize a higher mileage rate at a
rate not to exceed the maximum rate prescribed in
§301-11.303 of thistitle when:

(a) You are expected to use the POV on official business at
the new official station;

(b) The common carrier rates for the facilities provided
between the old and new official stations, the related con-
structive taxicab faresto and from terminals, and the per diem
allowances prescribed under this part justify ahigher mileage
rate as advantageous to the Government as determined by
your agency; or
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(c) Thecostsof driving the POV to, from, or between offi-
cia stations located outside CONUS justify a higher mileage
rate as advantageous to the Government.

Subpart E—Daily Driving Distance
Requirements

§302-4.400 Will | berequired to drive a minimum
distance per day?
Yes, your agency may establish a reasonable minimum
driving distance that may be more than, but not less than an
average of 300 miles per calendar day.

§302-4.401 Arethereexceptionsto thisdaily minimum?

Yes, your agency may authorize exceptions to the daily
minimum driving distance when there is adelay beyond your
control such as acts of God, restrictions by Governmental
authorities, or other acceptable reasons; e.g., aphysical hand-
icap or specia needs. Your agency must have a designated
approving official authorize the exception.

§302-4.402 Will | be required to document the
circumstances causing the delay?
Yes, you must provide a statement on your travel claim
explaining the circumstances that caused the delay.

§302-4.403 Does this exception require authorization by
my approving official?
Yes, authorization by your approving official is required
for any exception to the daily minimum driving distance.

Subpart F—Use of More Than One POV

8302-4.500 If | am authorized to use morethan one POV,
what arethe allowances?
When you are authorized to use more than one POV, the
allowances under §8302-4.300 and 302-4.302 apply for each
POV.

§302-4.501 If | use an additional POV that was not
authorized for PCStravel, will | bereimbursed for the
additional POV?

No, your agency must authorize you reimbursement of the
use of more than one POV before you are entitled to reim-
bursement.

Subpart G—Advance of Funds

§302-4.600 May | request an advance of fundsfor per
diem and mileage allowancesfor PCStravel?
You may request advance of funds for per diem and mile-
age allowances for PCS travel, except for overseas tour
renewal agreement travel.
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Subpart H—Agency Responsibilities

Note to Subpart H: Use of pronouns “we’, “you”, and
their variants throughout this subpart refers to the agency,
unless otherwise noted.

§302-4.700 What gover ning policiesmust weestablish for
payment of allowancesfor subsistence and
transportation expenses?

For payment of allowancesfor subsistence and transporta-
tion expenses, you must establish policy and procedures gov-
erning:

(&) How you will implement the regulations throughout
this part;

(b) A reasonable minimum driving distance per day that
may be morethan, but not |essthan aaverage of 300 miles per
calendar day when use of a POV is used for PCS travel and
when you will authorize an exception;

(c) Designation of an agency approving official who will
authorize an exception to the daily minimum driving distance;
and

(d) When you will authorize the use of more than one POV
for PCStravel.

8302-4.701 What PCStravel expenses must we pay?

Except as specifically provided in this chapter, PCS travel
expenses you must pay are:

(a) Per diem;

(b) Transportation costs; and

(c) Other travel expenses in accordance with
5 U.S.C. 5701-5709 and Chapter 301 of thistitle.

§302-4.702 What PCStravel expenses must we pay for
the employee’'simmediate family members?

Except as specifically provided in this chapter, the reim-
bursement limits in Chapter 301 of this title govern payment
of travel expenses you must pay for the employee’s immedi-
ate family members.

§302-4.703 How do we computethe per diem for an
established minimum driving distance per day?
Per diem for an established minimum driving distance per
day is computed based on the lodgings-plus per diem system
as described in §8301-11.100 through 301-11.102 of thistitle.

§302-4.704 Must werequireaminimum driving distance
per day?

Yes, you must establish a minimum driving distance not
lessthan an average of 300 milesper day. However, an excep-
tion to the daily minimum driving distance may be made
when the delay is:

(a) Beyond control of the employee, e.g., results from acts
of God or restrictions by Government officials;

(b) Due to aphysical handicap; or

(c) For other reasons acceptable to you.

§302-4.705 What aretheallowancesif the employee uses
more POVsthan authorized?
If the employee uses more POV s than authorized, reim-
bursement will be made asif al personstraveled in the num-
ber of POV sthat you authorized.
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PART 302-5—ALLOWANCE FOR HOUSEHUNTING TRIP EXPENSES

Authority: 5 U.S.C. 5738; 20 U.S.C. 905(a); E.O. 11609,
36 FR 13474, 3 CFR, 1971-1973 Comp., p. 586.

Subpart A—Employee’s Allowance for
Househunting Trip Expenses

Noteto Subpart A: Use of pronouns*“1”, “you” through-
out this subpart refers to the employee.

8302-5.1 What isa “househunting trip”?

The term “househunting trip” refersto atrip made by the
employee and/or spouse to your new official station locality
to find permanent living quartersto rent or purchase. Theterm
“living quarters’ in this part includes apartments, condomin-
iums, and cooperatives in addition to townhouses and single
family homes.

§302-5.2 What isthe purpose of the househunting trip
expenses allowance?

The allowance for househunting trip expenses is intended
to facilitate and expedite the employee’s move from your old
official station to your new officia station and to lower the
Government’s overall cost for the employee’s relocation by
reducing the amount of time an employee must occupy tem-
porary quarters. The alowance for househunting trip
expenses provides the employee and/or spouse a period of
time to concentrate on finding a suitable permanent residence
a the new official station and thereby expedites the
employee's relocation.

§302-5.3 Am | digiblefor a househunting trip expenses
allowance?

You are €eligible for a househunting trip expenses allow-
anceif you are an employee who isauthorized to transfer, and
in addition:

(a) Both your old and new official stations are located
within the United States;

(b) You are not assigned to Government or other prear-
ranged housing at your new official station; and

(c) Your old and new official stationsare 75 or more miles
apart (as measured by map distance) via a usualy traveled
surface route.

§302-5.4 Whoisnot eligiblefor a househunting trip
expenses allowance?
New appointees and employees assigned under the Gov-
ernment Employees Training Act (5 U.S.C. 4109) are not €li-
gible for a househunting trip expenses allowance.

§302-5.5 Must my agency authorize payment of a
househunting trip expenses allowance?
No, your agency determines when it is in the Govern-
ment’s interest to authorize you a househunting trip and the
procedures you must follow if it is authorized.

§302-5.6 Under what circumstanceswill | receive a
househunting trip expenses allowance?

You will receive a househunting trip expenses allowance
if:

(a) Your agency authorized you to perform ahousehunting
trip in advance of the travel (the agency authorization must
specify the mode of transportation and the period of time
alowed for the trip);

(b) You have sighed a service agreement;

(c) Your agency has established, and informed you of, the
date you are to report to your new official station; and

(d) You meet any additional conditions your agency has
established.

§302-5.7 Who may travel on a househunting trip at
Government expense?
Only you and/or your spouse may travel on ahousehunting
trip at Government expense.

§302-5.8 How many househunting trips may my agency
authorizein connection with a particular transfer?
Your agency may authorize only one round trip for you

and/or your spouse in connection with a particular transfer.

§302-5.9 May my spouse and | perform separate
househunting trips at Gover nment expense?
Yes, however, your reimbursement will be limited to the
cost that would have been incurred if you and your spouse had
traveled together on one round trip.

§302-5.10 How soon may | and/or my spouse begin a
househunting trip?

You may begin your househunting trip as soon as your
agency has natified you of your transfer and issued a travel
authorization for a househunting trip. To take maximum
advantage of your trip, however, it is very important that you
become familiar as quickly asyou can with your new official
station area (e.g., housing market conditions, school loca
tions, etc.). If you are selling your residence at your old offi-
cial station, you should not begin your househunting trip until
you have a current appraisal of the value of the residence so
that you can more accurately determine the appropriate price
range of residencesto consider during your househunting trip.
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§302-5.11 Isthereatimelimit on the duration of a
househunting trip?
A househunting trip should be for areasonable period, not
to exceed 10 calendar days, as authorized by your agency

under §302-5.101(d).

8302-5.12 When must my househunting trip be
completed?
You and/or your spouse must compl ete your househunting
trip asindicated in the following table:

For Your househunting trip must be completed by

You. The day before you report to your new official
station.

Your spouse. |The earlier of:

(a) Theday beforeyour family relocatesto your new
official station; or

(b) Theday before the maximum timefor beginning
alowable travel expires (see §302-2.100 of this
chapter).

§302-5.13 What methods may my agency useto
reimburse me for househunting trip expenses?
Your agency will reimburse your househunting trip
expenses asindicated in the following table:

For You arereimbursed

You and/or Your actual transportation costs.
your Spouse’s

transportation

expenses.

You and/or One of the following:

your spouse’s |(a) A per diemallowancefor youand/or your spouse

subsistence as prescribed under §§301-11.100 through

expenses. 301-11.102 of this Chapter 301; or

(b) If you accept your agency’s offer of the fixed
amount option, and:

(1) Both you and your spouse perform a
househunting trip either together or
separately, a single amount determined by
multiplying theapplicablelocality rate(listed
in Appendix A to Chapter 301 of this
subtitle) by 6.25 or

(2) Only one of you performs a househunting
trip, an amount determined by multiplying
the applicable locality rate (listed in
Appendix A to Chapter 301 of this subtitle)
by 5.

§302-5.14 What transportation expenses will my agency
pay?

Your agency will authorize you to travel by the transporta-
tion mode(s) (e.g., airline, train, or privately owned automo-
bile) it determines to be advantageous to the Government.
Your agency will pay for your transportation expenses by the
authorized mode(s). If you travel by any other mode(s), your
agency will pay your transportation expenses not to exceed
the cost of transportation by the authorized mode(s).
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§302-5.15 Must | document my househunting trip
expensesto receive reimbursement?

To receive reimbursement for househunting trip transpor-
tation expenses you must itemize your transportation
expenses and provide receipts as required by §8301-11.25,
301-11.306 and 301-52.4(b) of Chapter 301. For fixed
amount househunting trip subsistence reimbursement, you do
not need to document your subsistence expenses. For per
diem househunting trip subsistence expense reimbursement,
you must itemize your lodging expenses and you must pro-
vide receipts as required by §§301-11.25, 301-11.306 and
301-52.4(b) of Chapter 301.

§302-5.16 May | receive an advance of funds for
househunting trip expenses?

Your agency may authorize an advance of funds, in accor-
dance with §302-2.20 of this chapter, for your househunting
trip expenses. Your agency may not advance you funds in
excess of the sum of your anticipated transportation costs and
either the maximum per diem allowable under Part 302-4 of
this chapter for the location and duration of your househunt-
ing trip or your fixed amount househunting trip subsistence
expenses payment, whichever applies.

§302-5.17 Am | in aduty statuswhen | perform a
househunting trip?
Yes, you are in a duty status when you perform a house-
hunting trip.

§302-5.18 May | retain any balance left over from my
househunting reimbursement if my fixed amount is
mor e than adequate to cover my househunting trip?
Yes, if your fixed househunting amount is more than ade-

quate to cover your househunting expenses any balance

belongs to you.

Subpart B—Agency Responsibilities

Note to Subpart B: Use of pronouns “we”, “you”, and
their variants throughout this subpart refers to the agency.

§302-5.100 How should we administer the househunting
trip expenses allowance?
You should administer the househunting trip expenses
allowance to minimize or avoid its use when other satisfac-
tory and more economical arrangements are available.

§302-5.101 What gover ning policiesmust weestablish for
the househunting trip expenses allowance?
You must establish policies and procedures governing:
(@) When you will authorize a househunting trip for an
employes;
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(b) Who will determineif a househunting trip is appropri-
ate in each situation;

(c) If and when you will authorize the fixed amount option
for househunting trip subsistence expenses reimbursement;

(d) Who will determine the appropriate duration of a
househunting trip for an employee who selects a per diem
alowance under Part 302-4 of this chapter to reimburse
househunting trip subsistence expenses; and

(e) Who will determine the mode(s) of transportation to be
used.

§302-5.102 Under what circumstances may we authorize

a househunting trip?

You may authorize a househunting trip on an individual-
case basis when the employee has accepted the transfer and
his/her circumstances indicate that a househunting trip actu-
aly is needed. You may not authorize a househunting trip
when the purpose of thetrip isto assist the employeein decid-
ing whether he or she will accept the transfer.

§302-5.103 What factors must we consider in

deter mining whether to offer an employee the fixed

amount househunting trip subsistence expense

reimbur sement option?

You must consider the following factors:

(a) Ease of administration. Payment of a per diem alow-
ance under Part 302-4 of this chapter requires you to review
claims for the validity, accuracy, and reasonableness of each
expense amount, except for meals and incidental expenses.
Fixed amount househunting trip subsistence expenses reim-
bursement is easier to administer because you do not have to
review expense amounts.

(b) Cost considerations. You must weigh the cost of each
reimbursement option on a case-by-case basis.

(c) Treatment of employees. The employee is alowed to
choose between aper diem allowance under Part 302-4 of this
chapter and fixed amount househunting trip subsistence
expenses reimbursement when you offer the fixed amount
reimbursement method. You therefore should weigh
employee morale and productivity considerations against
actual cost considerations in determining which method to
offer.
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PART 302-6—ALLOWANCE FOR TEMPORARY QUARTERS SUBSISTENCE EXPENSES

Authority: 5 U.S.C. 5738; 20 U.S.C. 905(a); E.O. 11609,
36 FR 13474, 3 CFR, 1971-1973 Comp., p. 586.

Subpart A—General Rules

Noteto Subpart A: Use of pronouns“1”, “you”, and their
variantsthroughout this subpart refersto the employee, unless
otherwise noted.

§302-6.1 What are“temporary quarters?”

The term “temporary quarters’ refers to lodging obtained
for the purpose of temporary occupancy from a private or
commercial source.

§302-6.2 What are“temporary quarters subsistence
expenses (TQSE)"?

“Temporary quarters subsistence expenses’ or “TQSE”
are subsistence expenses incurred by an employee and/or hig/
her immediate family while occupying temporary quarters.
TQSE does not includelocal transportation expensesincurred
during occupancy of temporary quarters (see §302-6.18 for
details).

§302-6.3 What isthe purpose of the TQSE allowance?
The TQSE alowance is intended to reimburse an

employee reasonably and equitably for subsistence expenses

incurred when it is necessary to occupy temporary quarters.

8302-6.4 Am | dligiblefor a TQSE allowance?

You are €eligible for a TQSE allowance if you are an
employee who is authorized to transfer; and

(a) Your new officia station is located within the United
States; and

(b) Your old and new official stations are 50 milesor more
apart (as measured by map distance) via a usualy traveled
surface route.

§302-6.5 Whoisnot eligible for a TQSE allowance?

New appointees, employees assigned under the Govern-
ment Employees Training Act (5 U.S.C. 4109), and employ-
ees returning from an overseas assignment for the purpose of
separation are not eligible for a TQSE allowance.

§302-6.6 Must my agency authorize payment of a TQSE
allowance?
No, your agency determines whether it is in the Govern-
ment’s interest to pay TQSE.

§302-6.7 Under what circumstanceswill | receiveaTQSE
allowance?
You will receive a TQSE allowanceif:

(a) Your agency authorizes it before you occupy the tem-
porary quarters (the agency authorization must specify the
period of time allowed for you to occupy temporary quarters);

(b) You have signed a service agreement; and

(c) You meet any additional conditions your agency has
established.

§302-6.8 Who may occupy temporary quartersat
Government expense?
Only you and/or your immediate family may occupy tem-
porary quarters at Government expense.

§302-6.9 Where may |/we occupy temporary quartersat

Government expense?

You and/or your immediate family may occupy temporary
quarters at Government expense within reasonable proximity
of your old and/or new official stations. Neither you nor your
immediate family may be reimbursed for occupying tempo-
rary quarters at any other location, unless justified by special
circumstances that are reasonably related to your transfer.

§302-6.10 May my immediate family and | occupy
temporary quarters at different locations?

Yes. For example, if you must vacate your home at the old
official station and report to the new official station and your
family remains behind until the end of the school year, you
may need to occupy temporary quartersat the new official sta-
tion while your family occupies temporary quarters at the old
official station.

§302-6.11 What methods may my agency useto
reimburse mefor TQSE?

Your agency will reimburse you for TQSE under the actual
expense method unless it permits the “fixed amount” reim-
bursement method as an alternative. If your agency makes
both methods available to you, you may select the one you
prefer.

§302-6.12 Must | document my TQSE to receive
reimbur sement?

For fixed amount TQSE reimbursement, you do not docu-
ment your TQSE. For actual TQSE reimbursement, you must
document your TQSE by itemizing each expense and provid-
ing receipts as required by §8301-11.25, 301-11.306 and

301-52.4(b) of thistitle.

§302-6.13 How soon may | /we begin occupying
temporary quarters at Government expense?
As soon as your agency has authorized you to receive a
TQSE alowance and you have signed a service agreement.
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8302-6.14 How ismy TQSE allowance affected if my
temporary quarters become my permanent residence
quarters?

If your temporary quarters become your permanent resi-
dence quarters, you may receive a TQSE allowance only if
you show in amanner satisfactory to your agency that you ini-
tially intended to occupy the quarters temporarily.

§302-6.15 May | receive an advance of fundsfor TQSE?

Yes, if authorized in accordance with §302-2.20 of this
chapter, your agency may advance the amount of funds nec-
essary to cover your estimated TQSE expenses for up to 30
days. Your agency subsequently may advance additional
funds for periods up to 30 days.

8302-6.16 May | receive a TQSE allowanceif | am
receiving another subsistence expenses allowance?
No, with one exception. You may receive a cost-of-living
alowance payable under 5U.S.C. 5941 in addition to a
TQSE alowance.

§302-6.17 Am | eligiblefor aTQSE allowanceif | transfer
toaforeign area?

No, you may not receive a TQSE allowance under this part
when you transfer to an area outside the United States. How-
ever, you may qualify for a comparable allowance under the
Standardized Regulations (Government Civilians, Foreign
Areas) prescribed by the Department of State.

§302-6.18 May | bereimbursed for local transportation
expensesincurred whilel am occupying temporary
quarters?

Generaly no; local transportation expenses are not TQSE,
and there is no authority to pay such expenses under TQSE.
You may, however, be reimbursed under Part 302-4 of this
subtitle for necessary transportation expensesif you perform
local official businesstravel while you are occupying tempo-
rary quarters.

Subpart B—Actual TQSE Method of
Reimbur sement

§302-6.100 What am | paid under the actual TQSE
reimbur sement method?

Your agency will pay your actual TQSE incurred, provided
the expenses are reasonable and do not exceed the maximum
allowable amount. The “maximum allowable amount” is the
“maximum daily amount” multiplied by the number of days
you actualy incur TQSE not to exceed the number of days
authorized, taking into account that the rates change after 30
daysintemporary quarters. The “maximum daily amount” is
determined by adding the rates in the following table for you
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and each member of your immediate family authorized to
occupy temporary quarters:

The“maximum daily amount” of TQSE under
the actual expense method that
You and/or your |Your A member of
unaccompanied [accompanied |your
Spouse* may  [spouseor a immediate
receiveis member of family whoiis
your under age 12
immediate may receiveis
family who is
age 12 or older
For: may receiveis
Thefirst30days|The applicable [.75timesthe |.5timesthe
of temporary  |per diemrate. |applicable per |applicable per
quarters. diem rate. diem rate.
Any additional |.75 timesthe .75timesthe [.4timesthe
days of applicable per  |applicable per |applicable per
temporary diem rate. diemrate. diem rate.
quarters.

*  That is, when the spouse necessarily occupies temporary quarters
in lieu of the employee or in a location separate from the

employee.

§302-6.101 May my agency reduce my TQSE allowance
below the “ maximum allowable amount” ?
Yes, if the estimated daily amount of your TQSE is deter-

mined in advance to be lower than the maximum daily
amount, your agency may reduce the maximum allowable
amount to your expected expenses.

§302-6.102 What isthe“applicableper diem rate” under
the actual TQSE reimbursement method?
The “applicable per diem rate” under the actual TQSE
reimbursement method is as follows:

For temporary quarter slocated

in The applicable per diem rateis
The continental United States  |The standard CONUS rate.
(CONUS).

Outside the Continental United [Thelocdlity rate established by

States (OCONUS) the Secretary of Defense or the

Secretary of State under

§301-11.6 of thistitle.

§302-6.103 What isthelatest period for which actual
TQSE reimbursement may begin?
The period must begin before the maximum time for
beginning alowable travel and transportation under
§302-2.8.

§302-6.104 How longmay | beauthorized to claim actual
TQSE reimbursement?
Your agency may authorize you to claim actual TQSE in
increments of 30-days or less, not to exceed 60 consecutive
days. However, if your agency determinesthat thereisacom-
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pelling reason for you to continue occupying temporary quar-
ters after 60 consecutive days, it may authorize an extension
of up to 60 additional consecutive days. Under no circum-
stances may you be authorized reimbursement for actual
TQSE for more than atotal of 120 consecutive days.

§302-6.105 What isa“ compelling reason” warranting
extension of my authorized period for claiming an
actual TQSE reimbur sement?

A “compelling reason” isan event that isbeyond your con-
trol and is acceptable to your agency. Examples include, but
are not limited to when:

(a) Delivery of your household goods to your new resi-
denceisdelayed dueto strikes, customs clearance, hazardous
weather, fires, floods or other acts of God, or similar events.

(b) You cannot occupy your new permanent residence
because of unanticipated problems (e.g., delay in settlement
on the new residence, or short-term delay in construction of
the residence).

(c) You are unable to locate a permanent residence which
is adequate for your family’s needs because of housing con-
ditions at your new official station.

(d) Sudden illness, injury, your death or the death of your
immediate family member; or

(e) Similar reasons.

§302-6.106 May | interrupt occupancy of temporary
quarters?

Yes, your authorized period for claiming actua TQSE
reimbursement is measured on consecutive days, and once
begun, normally continues to run whether or not you occupy
temporary quarters. You may, however, interrupt your autho-
rized period for claiming actual TQSE reimbursement in the
following instances:

(a) For thetime alowed for en route travel between theold
and new official stations;

(b) For circumstances attributable to official necessity
such as an intervening temporary duty assignment or military
duty; or

(c) For anon-official necessary interruption such as hospi-
talization, approved sick leave, or other reason beyond your
control and acceptable to your agency.

§302-6.107 What effect do partial days of temporary
guartersoccupancy have on my authorized period for
claiming actual TQSE reimbursement?

Occupancy of temporary quartersfor lessthan awhole day
constitutes one full day of your authorized period. (However,
see §302-6.110 regarding en route travel.)

§302-6.108 When doesmy authorized period for claiming
actual TQSE reimbursement end?

The period ends at midnight on the earlier of:

(a) The day preceding the day you and/or any member of
your immediate family occupies permanent residence quar-
ters.

(b) The day your authorized period for claiming actual
TQSE reimbursement expires.

§302-6.109 May the period for which | am authorized to
claim actual TQSE reimbursement for myself be
different from that of my immediate family?

No, the eligibility period for which you are authorized to
claim actual TQSE reimbursement for yourself and for each
member of your immediate family must run concurrently.

§302-6.110 What effect do partial dayshave on my actual

TQSE reimbursement?

You may not receive reimbursement under both the actual
TQSE alowance and another subsistence expenses allowance
within the same day, with one exception. If you claim TQSE
reimbursement on the same day that en route travel per diem
ends, your en route travel per diem will be computed under
applicable partial day rules and you also may be reimbursed
for actual TQSE you incur after 6:00 p.m. of that day.

§302-6.111 May | and/or my immediate family occupy
temporary quarterslonger than theperiod for which |
am authorized to claim actual TQSE reimbur sement?
Yes, but youwill not be reimbursed for any of the expenses

you incur during the unauthorized period.

Subpart C—Fixed Amount Reimbur sement

§302-6.200 What am | paid under the fixed amount
reimbur sement method?

If your agency offers and you select the fixed amount
TQSE reimbursement method, you are paid a fixed amount
for up to 30 days. No extensions are allowed under the fixed
amount method.

§302-6.201 How do | deter mine the amount of my
payment under the fixed amount reimbur sement
method?

Multiply the number of days your agency authorizes
TQSE by .75 times the maximum per diem rate (i.e., lodging
plus meas and incidental expenses) prescribed in
Chapter 301 of thissubtitlefor the locality of the new official
station. Then for each member of your immediate family,
multiply the same number of days by .25 times the same per
diem rate. Your payment will be the sum of this calculation.
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§302-6.202 Will | receive additional TQSE
reimbursement if my fixed amount is not adequateto
cover my TQSE?

No, you will not receive additional TQSE reimbursement
if the fixed amount is not adequate to cover your TQSE.

§302-6.203 May | retain any balanceleft over from my
TQSE reimbursement if my fixed amount ismorethan
adequate?

Yes, if your fixed TQSE amount is more than adequate to
cover your TQSE expenses any balance belongs to you.

Subpart D—Agency Responsibilities

Note to Subpart D: Use of pronouns “we”, “you”, and
their variants throughout this subpart refers to the agency.

8302-6.300 How should we administer the TQSE
allowance?

Temporary quarters should be used only if, and only for as
long as, necessary until the employee and/or his/her immedi-
ate family can move into permanent residence quarters. You
must administer the TQSE allowance to minimize or avoid
other relocation expenses.

§302-6.301 What gover ning policiesmust weestablish for
the TQSE allowance?

You must establish policies and procedures governing:

(& When you will authorize temporary quarters for
employees;

(b) Who will determine if temporary quarters is appropri-
ate in each situation;

(c) If and when you will authorize the fixed amount option
for TQSE reimbursement;

(d) Who will determine the appropriate period of time for
which TQSE reimbursement will be authorized, including
approva of extensions and interruptions of temporary quar-
ters occupancy; and

(e) Who will determinewhether quarterswere indeed tem-
porary, if thereis any doubt.

§302-6.302 Under what circumstances may we authorize
the TQSE allowance?

You may authorize a TQSE alowance on an individual-
case basis when use of temporary quartersisjustified in con-
nection with an employee's transfer to a new official station.
You may not authorize a TQSE allowance for vacation pur-
poses or other reasons unrelated to the transfer.

§302-6.303 What factor s should we consider in
determining whether the TQSE allowanceis actually
necessary?

The factors you should consider include:
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(a) The length of time the employee should reasonably be
expected to occupy his/her residence at the old official station
prior to reporting for duty at the new official station. An
employee and his’her immediate family should continue to
occupy the residence at the old official station for aslong as
practicable to avoid the necessity for temporary quarters.

(b) The existence of less expensive aternatives. If aless
expensive aternative to the TQSE allowance exists that will
enable the employee to find permanent quarters at the new
officia station, you should consider such an aternative. For
example, authorize a househunting trip instead of temporary
quartersif it would cost less overall.

(c) The existence of other opportunitiesto arrange for per-
manent quarters. Consider whether the employee had other
adequate opportunity to arrange for permanent quarters. For
example, you should not authorize temporary quarters if the
employee had adequate opportunity during an extended tem-
porary duty assignment to arrange for permanent quarters.

§302-6.304 What factors should we consider in

deter mining whether to offer an employee the fixed

amount TQSE reimbursement option?

The factors you should consider include:

(a) Ease of administration. Actual TQSE reimbursement
requires an agency to review claimsfor the validity, accuracy,
and reasonableness of each expense amount. Fixed amount
TQSE reimbursement does not require review of expense
amounts and is therefore easier to administer.

(b) Cost considerations. You must weigh the cost of each
aternative. Actual TQSE reimbursement may extend up to
120 consecutive days, while fixed amount TQSE reimburse-
ment islimited to 30 days. Actual TQSE reimbursement may
be less expensive, since its ceiling is based on the standard
CONUS rate, while fixed amount TQSE reimbursement is
based on the locality per diem rate. However, fixed amount
TQSE reimbursement may be less expensive because the
maximum daily rate under actual TQSE reimbursement is a
higher percentage of the applicable per diem rate than fixed
amount TQSE reimbursement.

(c) Treatment of employee. The employee is allowed to
choose between actua TQSE reimbursement and fixed
amount TQSE reimbursement when you offer the fixed
amount TQSE reimbursement method. You therefore should
weigh employee morale and productivity considerations
against actual cost considerations in determining which
method to offer.

§302-6.305 What factors should we consider in
determining whether quartersaretemporary?

In determining whether quarters are “temporary”, you
should consider factors such as the duration of the lease,
movement of household effects into the quarters, the type of
quarters, the employee's expressions of intent, attempts to
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secure a permanent dwelling, and the length of time the
employee occupies the quarters.
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Part 302-7—Transportation and Temporary Storage of Household Goods and Professional Books, Papers, and
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PART 302-7—TRANSPORTATION AND TEMPORARY STORAGE OF HOUSEHOLD
GOODS AND PROFESSIONAL BOOKS, PAPERS, AND EQUIPMENT (PBP&E)

Authority: 5 U.S.C. 5738; 20 U.S.C. 905(a); E.O. 11609,
36 FR 13747, 3 CFR, 1971-1973 Comp., p. 586.

Subpart A—General Rules

Noteto Subpart A: Use of pronouns“1”, “you”, and their
variantsthroughout this subpart refersto the employee, unless
otherwise noted.

§302-7.1 Whoise€ligiblefor thetransportation and
temporary storage of household goods (HHG) at
Government expense?

The following are eligible for the transportation and tem-
porary storage of household goods (HHG) at Government
expense when a relocation has been determined to be in the
interest of the Government:

(a) Anemployeetransferred between official duty stations,
within or outside the continental United States (CONUS);

(b) A new appointee to hisher first official duty station
within or outside the CONUS;

(c) An employee being returned to CONUS for separation
from an outside CONUS assignment, after completion of an
agreed upon period of services;

(d) An SES employee authorized last move home benefits
under §302-3.304 of this chapter;

(e) An employee authorized atemporary change of station
(TCS).

8302-7.2 What isthe maximum weight of HHG that may
betransported or stored at Gover nment expense?
The maximum weight alowance of HHG that may be
shipped or stored at Government expense is 18,000 pounds
net weight.

§302-7.3 May HHG betransported or stored in more
than onelot?
Household goods may be transported and stored in multi-
ple lots, however, your maximum HHG weight allowance is
based upon shipping and storing al HHG as one lot.

§302-7.4 Doestheweight of any professional books,
papers and equipment (PBP& E) count against the
18,000 pound HHG weight limitation?

Yes, the weight on any PBP& E isgenerally part of and not
in addition to the 18,000 pound HHG weight limitation. How-
ever, if the weight of any PBP&E causes the lot to exceed
18,000 pounds, the PBP&E may be transported to the new
duty station as an administrative expense of the agency.
Authorization for such shipment is granted solely at the dis-

cretion of the agency and subject to its policies governing
such shipment.

§302-7.5 May the 18,000 pound HHG weight limitation
beincreased if PBP& E aretransported asan
administrative expense to the agency?

No, the 18,000 pound HHG weight limitation is mandated
by statute and cannot be exceeded. Shipments of PBP&E as
an administrative expense to the agency are not subject to the
HHG maximum weight allowance.

§302-7.6 What arethe authorized origin and destination
pointsfor thetransportation of HHG and PBP& E.
The authorized origin and destination points for the trans-

portation of HHG and PBP&E varies by category of

employee and are as follows:

Transportation of HHG and PBP& E

Category of Employee Authorized Origin/Destination

Between the old and new official
station.

(a) Employee transferred
between official stations.

(b) New appointee. From place of actual residenceto

new official station.

(c) Employee returning from
outside CONUS assignment
for separation from
Government service.

Last officid station to place of
actual residence.

(d) SES last move home benefits.[From last officia station to place
of selection.

(e) Temporary change of officia [From current officia station to
station (TCS). TCS location and return.

§302-7.7 May theorigin and destination points be other

than that prescribed in §302-7.6?

Yes, shipments may originate or terminate at any location;
however, your reimbursement is limited to the cost of trans-
porting the property in one lot from the authorized origin to
the authorized destination.

§302-7.8 Isthereatimelimit for thetemporary stor age of
an authorized HHG shipment?

The initial period of temporary storage at Government
expense shall not exceed 90 days in connection with any
authorized HHG shipment. The HHG may be placed in tem-
porary storage at origin, in transit, at destination, or any com-
bination thereof. However, upon your written request, an
additional 90 days may be authorized by the designated
agency official. In no case may the maximum time limit for
temporary storage exceed 180 days.
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§302-7.9 What are somereasonsthat would justify the
additional storage beyond theinitial 90-day limit?
Reasonsfor justifying temporary storage beyond theinitial

90-day limit include, but are not limited to:

(a) An intervening temporary duty or long-term training
assignment;

(b) Non-availahility of suitable housing;

(c) Completion of residence under construction;

(d) Serious illness of employee or illness or death of a
dependent;

(e) Strikes, actsof God, or other circumstances beyond the

§302-7.11 What isthe Government'sliability for loss or
damageto HHG?

The Government’s liability for loss or damage to HHG is
determined by your agency under title 31 U.S.C. 3721-3723
and agency implementing rules and regulations issued pursu-
ant to the law.

§302-7.12 What arethe various methods of shipping
HHG and how isthe weight determined for each type
of shipment?

HHG should be shipped by the most economical method

control of the employee; or
(f) Similar reasons.

available. The various methods of shipment and weight cal-
culations include the following:

§302-7.10 Isproperty acquired en route eligible for
transportation at Gover nment expense?
No, property acquired en route will not be eligible for
transportation at Government expense.

Method of Shipment

How weight of shipment is deter mined

(a) Uncrated (shipped in HHG movers
van or similar conveyance)

The net weight will be shown on the bill of lading or weight certificate attached and includes the
weight of barrels, boxes, cartons, and similar material used in packing, but does not include pads,
chains, dollies and other equipment to load and secure the shipment.

(b) Crated shipments

When crated the net weight will not include the weight of the crating material. The net weight will
be computed as being 60 percent of the gross weight. However, if the net weight computed in this
manner exceeds the applicable weight limitation and if it is determined that, for reasons beyond the
employee's control, unusually heavy crating and packing materials were necessarily used, the net
weight may be computed at |ess than 60 percent of the gross weight.

(c) Containerized shipments (Special
containers designed, e.g., lift vans,
CONEX transporters, HHG shipping
boxes, for repeated use)

When the known tare weight does not include the weight of interior bracing and padding materials
but only the weight of the container, the net weight will be 85 percent of the gross weight less the
weight of the container. If the known tare weight includes such material, so that the net weight is
the same as it would be for uncrated shipmentsin interstate commerce, the net weight will not be
subject to reduction.

(d) Constructive weight

If adequate scales are not available at origin, en route or at destination, a constructive weight based
on 7 pounds per cubic foot of properly loaded van space may be used. Such weight may be used for
apart- load whenitsweight could not be obtained, without first unloading it or other part-loadsbeing
carried in the same vehicle or when the HHG are not weighed becausethe carrier’s chargesfor local
or metropolitan area moves are properly computed on the basis other than weight or volume of the
shipment (as when payment is based on an hourly rate and distance involved). In such instances a
statement from the carrier showing the properly loaded van space required for the shipment should
be obtained with respect to proof of entitlement to acommuted rate payment when net weight cannot

be shown.

§302-7.13 What methods of transporting and paying for
themovement of HHG, PBP& E and tempor ary storage

are authorized?

There are two authorized methods of transporting and pay-

commercial HHG carrier or by renting self drive egquipment
for ado-it-yourself move. When any PBP& E istransported as
an administrative expense of your agency, all arrangements
(e.g., packing/unpacking, pickup/delivery, weighing, tempo-

ing for the movement of HHG, PBP& E and temporary stor-
age. Your agency will determine which of the following
methods will be authorized.

(8) Commuted Rate System. Under the commuted rate
system you assume total responsibility for arranging and pay-
ing for, at least the following services: packing/unpacking,
crating/uncrating, pickup/deliver, weighing, line-haul, dray-
age, and temporary storage of your HHG and PBP& E with a
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rary storage, etc.) will be handled and paid for by your agency.

(b) Actual Expense Method. Under the actual expense
method, your agency assumesthe responsibility for arranging
and paying for all aspects (e.g., packing/unpacking, pickup/
delivery, weighing, line-haul, drayage, temporary storage,
etc.,) of transporting your HHG and PBP& E with a commer-
cial HHG carrier.
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§302-7.14 Arethere any disadvantagesto using the
commuted rate method for transporting HHG,

PBP& E and temporary storage?

Yes. The disadvantages to using the commuted rate
method for transporting HHG, PBP& E and temporary storage
arethat the:

(a) Government cannot take advantage of any special rates
that may be offered only to Government shipments,

(b) Commuted rate method does not apply to intrastate
moves; and

(c) Commuted rate method may not fully reimburse your
out-of-pocket expenses.

8302-7.15 Must | usethe method selected by my agency
for transporting my HHG, PBP& E and temporary
storage?

No, you do not have to use the method selected
(8302-7.301) by your agency, and you may pursue other
methods, however, your reimbursement is limited to the
actual cost incurred, not to exceed what the Government
would have incurred under the commuted rate system within
CONUS and the actual expense method OCONUS.

§302-7.16 Isthe maximum weight allowance for HHG
and temporary storage limited when quartersare
furnished or partly furnished by the Government
OCONUS or upon return to CONUS?

When quarters are furnished or partly furnished by the
Government OCONUS, your agency may limit the weight of
HHG and temporary storage that can be transported to that
location. Only the authorized weight alowance that was
shipped to the OCONUS location may bereturned to CONUS
upon completion of the tour of duty, unless the agency makes
an exception under conditions specified in agency interna
regulations.

§302-7.17 May PBP& E betransported at Gover nment
expenseuponreturningto CONUSfor separation from
Government service, after completion of an OCONUS
assignment?

Any PBP&E that was transported as an administrative
expense of the Government to the OCONUS assignment will
be returned as an administrative expense of the Government
to the place of actual residence or any other location, not to
exceed the cost to the authorized destination.

§302-7.18 Who isliablefor any lossor damageto HHG
incident to an authorized relocation?

When transporting HHG under the commuted rate or
actual expense method and a commercial HHG carrier is
used, the carrier accepts limited liability for any loss or dam-
age in accordance with HHG carrier tariffs. For transporting

HHG by sef drive equipment for a do-it-yourself-move and
for any loss or damage not covered by the HHG carrier, see
Part 302-11 of this chapter.

§302-7.19 Should | includeitemsthat areirreplaceableor
of extremely high monetary or sentimental valuein my
HHG shipment?

Generally no; items that are irreplaceable or of extremely
high monetary or sentimental value should not beincluded in
your HHG shipment. Additional insurance may be purchased,
at your expense, to cover any loss or damage, however, such
items are not necessarily provided specia security. Accord-
ingly, it is advisable that you or immediate family member(s)
transport such items personally.

§302-7.20 If my HHG shipment includes an item (e.g.,
boat, trailer, ultralight vehicle for which a weight
additiveis assessed by the HHG carrier, am |
responsible for payment?

If your HHG shipment includesanitem (e.g., boat or trailer
of reasonable size) for which aweight additive is assessed by
the HHG carrier (as prescribed in applicabl e tariffs), and your
shipment exceeds the maximum weight prescribed in
§302-7.2, you are responsible for al excess charges and any
specia packing, crating, and handling of the weight additive
items. See §302-7.200 on how charges are paid and who
makes the shipping arrangements.

Subpart B—Commuted Rate

§302-7.100 How arethe charges of transporting HHG,
and temporary storage calculated?

The charges for transporting HHG, and temporary storage
are computed by multiplying the number of pounds shipped
divided by 100 (within the 18,000 maximum limitation) by
the applicable rate per one-hundred pounds for the distance
transported. This includes, but is not limited to packing/
unpacking, crating/uncrating, drayage, weighing, pickup/
delivery, line-haul, accessoria charges, and temporary stor-
age charges, including but not limited to handling in/out, etc.
However, your reimbursement may not fully cover your total
out-of-pocket expenses. In determining the distance shipped
you may use the Household Goods Carriers Mileage Guide
(issued by the Household Goods Carriers’ Bureau, 1611 Duke
Street, Alexandria, VA 22314-3482), tariffs filed with GSA
travel management centers, or any other mileage guide autho-
rized by your agency. If the exact mileage is not shown, the
next higher mileage distance applies. If there is a minimum
weight charge above the actual weight under applicable tar-
iffs, reimbursement will be based on the minimum weight
charge instead of the actual weight.
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§302-7.101 Where can the commuted rate schedulesfor
thetransportation of HHG, and temporary storage be
found?

The chargesfor the line-haul transportation, packing, crat-
ing, unpacking, drayage incident to transportation, and other
accessorial charges for HHG, and temporary storage can be
found in the Household Goods Carrier Bureau tariff (issued
by the Household Goods Carriers Bureau, 1611 Duke Street,
Alexandria, VA 22314-3482) or by contacting the GSA travel
management center or the appropriate office designated in

your agency.

§302-7.102 How isthe mileage distance deter mined
under the commuted rate method?

To determine the distance from the authorized origin to the
authorized destination, the Household Goods Carriers Stan-
dard Mileage Guide, or a standard road atlas issued by The
Household Goods Carrier’s Bureau, or any other mileage
guide authorized by your agency.

Note to §8302-7.100 and 302-7.102: Any substantial
deviation from the distances shown in the authorized mileage
guides must be explained on the travel claim.

§302-7.103 How arethe charges calculated when a
carrier chargesaminimum weight, but the actual
weight of HHG, PBP& E and temporary storageisless
than the minimum weight char ged?

Charges for HHG, PBP& E and temporary storage are cal-
culated based on the minimum weight charged by the carrier,
but not to exceed 18,000 pounds.

§302-7.104 What documentation must be provided for
reimbur sement?

When claiming reimbursement under the commuted rate,
you must provide;

(a) A receipted copy of the bill of lading (reproduced cop-
ies are acceptable) including any attached weight certificate
copiesif issued; or

(b) Other evidence showing points of origin and destina-
tion and the weight of your HHG if no bill of lading was
issued, or

(c) If a commercia HHG carrier is not used, you are
responsible for establishing the weight of the HHG, and tem-
porary storage by obtaining proper certified weight certifi-
cates. Certified weight certificates include the gross and tare
weights. Thisisrequired because payment at commuted rates
on the basis of constructive weight usually is not possible.
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§302-7.105 May an advance of funds be authorized for
transporting HHG and temporary storage?
An advance of funds may be authorized when the transpor-
tation of HHG and temporary storage is authorized under the
commuted rate method.

§302-7.106 What documentationisrequiredtoreceivean
advance under the commuted rate method?

To receive an advance under the commuted rate method,
you must provide a copy of an estimate of costs from a com-
mercial HHG carrier or awritten statement that includes:

(a) Origin and destination;

(b) A signed copy of acommercial bill of lading annotated
with actua weight (or other evidence of actual weight) or a
reasonabl e estimate acceptable to your agency; and

(c) Anticipated temporary storage period (not to exceed 90
days) at Government expense.

§302-7.107 May my HHG betemporarily stored at

Government expense?

Yes, HHG may be stored at Government expense incident
to the transporting of such goods either at the HHG carrier
storagefacility or aself storagefacility. Storage may be at any
combination of origin, en route locations or destination.

§302-7.108 What temporary storage expenses will be
reimbursed?
The following will be reimbursed:
(@) Reimbursable temporary storage cost incident to stor-
age at the HHG carriersfacility are:
(1) Handling in;
(2) Daily storage;
(3) Handling out; and
(4) Drayage to residence.
(b) Reimbursable cost of storage at a self storage facility.
This is the cost of the storage space that will reasonably
accommodate the HHG transported.

§302-7.109 Arereceiptsrequired?

Yes, under the commuted rate system, areceipted copy of
the warehouse or other bill for storage is required to support
reimbursement.

§302-7.110 Isthereareimbursement limit?

Yes, reimbursement must not exceed the rates published in
the Nationwide Household Goods Commercial Relocation
Tariff (issued by the Household Goods Carriers' Bureau, 1611
Duke Street, Alexandria, VA 22314-3482), supplements
thereto and reissues thereof.
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Subpart C—Actual Expense Method

§302-7.200 How are charges paid and who makesthe
arrangementsfor transporting HHG, PBP& E and
temporary storage under the actual expense method?
Your agency is responsible for making all the necessary

arrangements for transporting HHG, PBP& E, and temporary

storage, including but not limited to packing/unpacking, crat-
ing/

uncrating, pickup/delivery, weighing, line-haul, etc., under
the actual expense method. Your agency will issue a Bill of

Lading or any other shipping document with all chargesbilled

directly to the agency. Any cost or weight in excess of 18,000

pounds will be at your expense. If the shipment exceeds the

maximum weight prescribed in §302-7.2, the Government
will pay thetotal charges and the employeewill reimbursethe

Government for the cost of transportation and other charges

applicable to the excess weight.

§302-7.201 Istemporary storagein excess of authorized
limits and excess valuation of goods and services
payable at Gover nment expense?

No, charges for excess weight, valuation above the mini-
mum amount, and services obtained at higher costs must be
borne by the employee in the same manner as he/she is
responsible for excess transportation costs.

Subpart D—Agency Responsibilities

Note to Subpart D: Use of pronouns “we”, “you”, and
their variants throughout this subpart refers to the agency.

§302-7.300 What policies and procedures must we

establish for thispart?

You must establish policies and procedures as required for
this part, including who will:

() Administer your household goods program;

(b) Authorize PBP&E to be transported as an agency
administrative expense;

(c) Authorizetemporary storage in excess of theinitial 90-
day limit;

(d) Collect any excess cost or charges,

(e) Advise the employee on the Governments liability for
any loss and damage claims under 31 U.S.C. 3721-3723; and

(f) Ensure that international HHG shipments by water are
made on ships registered under the laws of the United States
whenever such ships are available.

§302-7.301 What method of transporting HHG should we
authorize?
You should authorize one of the following methods, of
transporting an employee’'s HHG, PBP&E and temporary

storage. The selected method should be stated on the reloca-
tion travel authorization.

(@) Commuted Rate System. For relocation or first duty
station assignment within CONUS. This method will be used
without regard to the actual expense method, unless that
method is more economical to the Government and resultsin
a savings of $100 or more. Under this system the employee
assumes total responsibility for arranging and paying for, at
least the following services. packing/unpacking, crating/
uncrating, pickup/deliver, weighing, line-haul, drayage, and
temporary storage of your HHG and PBP& E with a commer-
cial HHG carrier or by renting self drive equipment for ado-
it-yourself move. When any PBP&E is transported as an
administrative expense of the agency, al arrangements
(e.g., packing/unpacking, pickup/delivery, weighing, tempo-
rary storage, etc.) will be handled and paid for by you the
agency.

(b) Actual Expense Method. For all shipments OCONUS
and where deemed economical to the Government within
CONUS. Under the actual expense method, the Government
assumes the responsibility for arranging and paying for al
aspects (e.g., packing/unpacking, pickup/delivery, weighing,
line-haul, drayage, temporary storage, etc.,) of transporting
the employee’'s HHG, PBP&E.

§302-7.302 What method of transporting should we

authorizefor PBP& E?

You should authorize the actual expense method for trans-
porting an employee’'s PBP& E only when the weight of the
PBP& E causes the employee's shipment to exceed the maxi-
mum 18,000 pound HHG weight limitation. PBP&E should
be weighed prior to shipment, if necessary, so the weight can
easily be deducted from the 18,000 pound weight allowance.
The PBP&E shipment should then be made separately from
the HHG shipment and is an administrative expense to your

agency.

§302-7.303 What guidelines must we follow when
authorizing transportation of PBP& E as an
administrative expense?

You have the sole discretion to authorize transportation of

PBP&E provided that:

(@) An itemized inventory of PBP&E is provided for
review by the authorizing official at the new official station;

(b) The authorizing officia has certified that the PBP& E
are necessary for performance of the employee’s duties at the
new duty station, and if these items were not transported, the
same or similar items would have to be obtained at Govern-
ment expense for the employee’s use at the new official sta-
tion; and

(c) You have acquired evidence that transporting the

PBP& E would cause the employee’s HHG to exceed 18,000

pound maximum weight allowances.
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Note to §302-7.303: PBP&E transported as an agency
administrative expense to an OCONUS location may be
returned to CONUS as an agency administrative expense for
an employee separating from Government service.

302-7-6

§302-7.304 When HHG are shipped under the actual
expense method, and PBP& E as an administrative
expense, in the samelot, are separate weight
certificatesrequired?

Yes, the weight of the PBP&E and the administrative
appropriation chargeable must be listed as separate items on
the bill of lading or other shipping document.
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§302-8.101

PART 302-8—ALLOWANCESFOR EXTENDED STORAGE OF HOUSEHOL D GOODS
(HHG)

Authority: 5 U.S.C. 5738; 20 U.S.C. 905(a); E.O. 11609,
36 FR 13747, 3 CFR, 1971-1975 Comp., p. 586.

Subpart A—General

Noteto Subpart A: Use of pronouns“1”, “you”, and their
variantsthroughout this subpart refersto the employee, unless
otherwise noted.

8302-8.1 When may extended storage of HHG be

authorized?

Your agency may authorize extended storage of HHG
under the following circumstances:

(a) Extended storage of HHG may be authorized in lieu of
shipment when:

(1) You are assigned to an isolated duty station within
CONUS (see Subpart B of this part);

(2) You are assigned to an overseas official station
where your agency limits the amount of HHG you may trans-
port to that location;

(3) You areassigned toan OCONUS officia stationand
your agency determines extended storage is in the public
interest or cost effective to do so; or

(4) It is necessary for a temporary change of station
(TCS).

(b) Extended storage of HHG is not permitted for a career
SES employee eligible for last move home benefits.

§302-8.2 What isthe purpose of extended storage?

The purpose of extended storage is to assist in protecting
personal itemswhen you are;

(a) Authorized atemporary change of station (TCS) under
8302-3.400 of this chapter;

(b) Assigned to isolated locationsin CONUS to which the
employee cannot take or at which the employee is unable to
use hisslher HHG and personal effects because of the absence
of residence quarters at that location,

(c) Assigned OCONUS when:

(1) The officia station is one to which you cannot take
or at which you are unableto use your HHG and your personal
effects; or

(2) The head of your agency authorizes storage of your
HHG is in the public interest or is more economical than
transporting; or

(d) Storage is necessary during school recess for DoDDS
teachers.

§302-8.3 How will I know when my agency has made a
decision to authorize extended storage of my HHG?
Your agency will indicate on your travel authorization the

specific alowances you are authorized as provided in this

chapter.

§302-8.4 May | receive an advance of fundsfor storage
allowances covered by thispart?
No, an advance of fundsis not allowed for storage allow-
ances of HHG.

Subpart B—Extended Storage During
Assignment to I solated L ocationsin the
Continental United States (CONUYS)

§302-8.100 What isthe policy for extended stor age of
HHG during assignment to isolated locationsin
CONUS?

Extended storage of HHG bel onging to an employeetrans-
ferred or a new appointee assigned to an official station at an
isolated location in CONUS may be allowed only when it is
clearly justified under the conditionsin thispart andis not pri-
marily for the convenience, or at the request of, the employee
or the new appointee.

§302-8.101 What arethecriteriafor determining
whether an official station isan isolated official station
for purposes of thispart?

(a) Asdetermined by your agency, an official station at an
isolated location is a place of permanent duty assignment in
CONUS at which you have no aternative except to livewhere
you are unable to use your HHG because:

(1) The type of quarters you are required to occupy at
theisolated official station will not accommodate your HHG;
or

(2) Residence quarters which would accommodate
your HHG are not available within reasonable daily commut-
ing distance of the official station.

(b) The designation of an official station as isolated in
accordance with paragraph (a) of this section shall not pre-
clude a determination in individual instances that adequate
housing isavailablefor some employees stationed there based
on housing which may be available within daily commuting
distance and the size and other characteristics of each
employee’s immediate family. In such instances the station
shall not be considered isolated with regard to you if your
agency determines adequate family housing is available for
you.
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Note to §302-8.101: Heads of agencies concerned are
responsible for designating the isolated official station at
which conditions exist for alowing extended storage of HHG
at Government expense for some or all employees.

§302-8.102 Am | eligiblefor extended storage of HHG

and personal effects?

Yes, you are€ligible for extended storage of HHG and per-
sonal effectsif:

(a) You are stationed at an isolated official station which
your agency determines meets the criteriain §302-8.101;

(b) You performed relocation travel or travel as a new
appointee; and

(c) Your agency authorizes payment for extended storage
of your HHG.

8302-8.103 Where may my HHG be stored?
Your HHG may be stored either in:
(a) Available Government-owned storage space; or
(b) Suitable commercial storage space obtained by the
Government if:
(1) Government-owned space is not available, or
(2) Commercia storage space is more economical or
suitable because of location, transportation costs, or for other
reasons.

§302-8.104 What arethe allowable costsfor storage?

Allowable costs for storage include the cost of:

(a) Necessary packing;

(b) Crating;

(c) Unpacking;

(d) Uncrating;

(e) Transportation to and from place of storage;

(f) Charges while in storage; and

(g) Other necessary chargesdirectly relating to the storage
as approved by your agency.

§302-8.105 May | transport a portion of my HHG to the
official station and storetheremainder at Gover nment
expense?

Yes, you may transport a portion of your HHG to the offi-
cia station and store the remainder at Government expense,
if authorized by your agency. The combined weight, however,
of the HHG stored and transported must not exceed the max-
imum 18,000 pounds net weight.

§302-8.106 May | change from temporary to extended
storage?
Yes, you may change from temporary to extended storage,
if authorized by your agency.
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§302-8.107 May | change from storage at personal
expense to extended storage at Gover nment expense?
Yes, you may change from storage at persona expense to

extended storage at Government expense, if authorized by

your agency.

§302-8.108 What isthe authorized time period for
extended storage of my HHG?

The authorized time period for extended storage of your
HHG is for the duration of the assignment not to exceed 3-
years. However:

(a) Your agency will conduct periodic reviews to deter-
minewhether current housing conditionsat your isolated offi-
cial station warrant continuation of storage;

(b) Eligibility for extended storage at Government
expense will terminate on your last day of active duty at the
isolated official station. However your HHG may remain in
temporary storage for an additional period of time not to
exceed 90 days, if approved by your agency.

(c) When €ligibility ceases, storage at Government
expense may continue until the beginning of the second
month after the month inwhich your tour at the official station
OCONUS terminates, unless to avoid inequity your agency
extends the period.

Subpart C—Extended Storage During
Assignment Outside the Continental United
Sates (OCONUYS)

§302-8.200 Am | eligiblefor extended storage during

assignment OCONUS?

Yes, you are eligible for extended storage during assign-
ment OCONUS if your agency authorizesit, and if:

(a) The official station is one to which you are not autho-
rized to take, or at which you are unableto use, your HHG; or

(b) Your agency authorizesit as being in the public inter-
est; or

(c) Your agency determines the estimated cost of storage
would be less than the cost of round-trip transportation
(including temporary storage) of the HHG to your new offi-
cial station.

§302-8.201 Am | entitled to reimbur sement for extended
storage of HHG?
No, your agency will determine when it isin the Govern-
ment’sinterest to reimburse you for extended storage of HHG
OCONUS.
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§302-8.202 Do provisionsfor the place, choice, or type of
storage, allowable costs, or partial storage during
assignment OCONUS differ from those prescribed for
storage during assignment to isolated locationsin
CONUS?

No; the same alowable extended storage expenses pro-
vided in §8302-8.103 through 302-8.108 apply to extended
storage OCONUS.

§302-8.203 What isthe authorized time period for
extended storage of my HHG?

Timelimitationsfor extended storage of your HHG will be
determined by your agency as follows:

() For the duration of the OCONUS assignment plus 30
days prior to the time the tour begins and plus 60 days after
the tour is completed;

(b) Extensions may be allowed for subsequent service or
tours of duty at the same or other overseas stationsif you con-
tinue to be eligible as set forth in §302-8.200; and

(c) When €ligibility ceases, storage at Government
expense may continue until the beginning of the second
month after the month inwhich your tour at the official station
OCONUS terminates, unless to avoid inequity your agency
extends the period.

Subpart D—Storage During School Recess for
Department of Defense Over seas Dependents
School (DoDDS) Teachers

§302-8.300 Under what authority am | provided storage
during school recess?

(a) Description. The Department of Defense Overseas
Teachers Pay and Personnel Practices Act (20 U.S.C. 905)
provides authority for the storage of the HHG of DoDDS
teachers during the recess period between 2 consecutive
school years.

(b) Regulations. See the DoD Joint Travel Regulations
(JTR), Volume 2, published by the Per Diem, Travel and
Transportation Allowance Committee and available on the
world wide web at http://www.dtic.mil/perdiem.

§302-8.301 What obligationsdo | haveif | do not report
for service at the beginning of the next school year?
If you do not report for service at the beginning of the next
school year, you must repay the Government for the cost of

the extended storage of your HHG during the recess. Except
for reasons beyond your control and acceptable to DoD, you
shall be obligated to reimburse DoD the amount paid for the
commercia storage, including related services. If, however,
the property was stored in a Government facility, you shall
pay DoD an amount equal to the reasonable value of the stor-
age furnished, including related services.

Subpart E—Agency Responsibilities

Note to Subpart E: Use of pronouns “we”, “you”, and
their variants throughout this subpart refers to the agency.

§302-8.400 What policies must we establish for the
allowance for extended storage of HHG?

You must establish policies and procedures governing this
part including:

(d) When you will authorize payment;

(b) Who will determine whether payment is appropriate;

(c) How and when reimbursements will be paid,;

(d) Which locations meet the criteria of this part for iso-
lated official station at which conditions exist for allowing
extended storage at Government expense for some or al
employees,

(e) Who will determine the duration and place of extended
storage.

§302-8.401 How should we administer the authorization
and payment of extended storage of HHG?
You should limit payment of extended storage of HHG to
only those expenses that are necessary and in the interest of
the Government.

§302-8.402 May we allow the employee to determine

optionsin the preference of his’her storage?

Yes, the employee may determine optionsin the preference
of his’her storage. You may authorize the employee to:

(a) Transport a portion of hisher HHG to the official sta-
tion and store the remainder at Government expense;

(b) Change from temporary to extended storage; and

(c) Change from storage at persona expense to extended
storage at Government expense.
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§302-9.11

PART 302-9—ALLOWANCES FOR TRANSPORTATION AND EMERGENCY STORAGE
OF A PRIVATELY OWNED VEHICLE

Authority: 5 U.S.C. 5738; 20 U.S.C. 905(a); E.O. 11609,
36 FR 13747, 3 CFR, 1971-1975 Comp., p. 586.

Subpart A—General Rules

Noteto Subpart A: Use of pronouns“1”, “you”, and their
variantsthroughout this subpart refersto the employee, unless
otherwise noted.

§302-9.1 What isa “privately owned vehicle (POV)”?

A “privately owned vehicle (POV)” isamotor vehicle not
owned by the Government and used by the employee or hig/
her immediate family for the primary purpose of providing
personal transportation.

§302-9.2 What isan “official station” for purposesof this
part?
An “official station” is defined in Part 300-3 of this title.
For purposes of this part, an “official station” may be within
or outside the continental United States (OCONUS).

§302-9.3 What isa “post of duty” for purposes of this
part?
For purposes of thispart, a“ post of duty” isan officia sta-
tion outside CONUS.

§302-9.4 What arethe purposes of the allowance for
transportation of a POV?

To reduce the Government’s overall relocation costs by
alowing transportation of a POV to your officia station
within CONUS when it is advantageous and cost effective to
the Government, and to improve our overall effectiveness if
you are transferred or otherwise reassigned to a post of duty
at whichitisintheinterest of the Government for you to have
use of a POV for personal transportation.

§302-9.5 What isthe purpose of the allowance for

emer gency storage of a POV?

The purpose of the allowance for emergency storage of a
POV isto protect a POV transported at Government expense
to your post of duty when the head of your agency determines
that the post of duty iswithin a zone from which your imme-
diate family and/or household goods should be evacuated.

§302-9.6 What POV transportation and emer gency
storage may my agency authorize at Government
expense?

Your agency may authorize thefollowing POV transporta-
tion and emergency storage at Government expense:
(a) Transportation of aPOV to apost of duty asprovidedin

Subpart B of this part.

(b) Transportation of a POV from a post of duty as pro-
vided in Subpart C of this part.

(c) Transportation of aPOV within CONUS asprovidedin
Subpart D of this part.

(d) Emergency storage of aPOV as provided in Subpart E
of this part.

§302-9.7 Must my agency authorize transportation or
emer gency storage of my POV?

No; however, if your agency does authorize transportation
of aPQV to your post of duty and you complete your service
agreement, your agency must pay for the cost of returning the
POV. Your agency determines the conditions under which it
will pay for transportation and emergency storage and the
procedures atransferred employee must follow.

§302-9.8 What type of POV may | be authorized to
transport, and if necessary, store under emer gency
circumstances?

Only apassenger automobile, station wagon, light truck, or
other similar vehicle that will be used primarily for personal
transportation may be authorized to transport, and if neces-
sary store under emergency circumstances. You may not
transport or store atrailer, airplane, or any vehicle intended
for commercial use.

§302-9.9 For what transportation expenses will my
agency pay?

When your agency authorizes transportation of your POV,
it will pay for all necessary and customary expenses directly
related to the transportation of the POV, including crating and
packing expenses, shipping charges, and port charges for
readying the POV for shipment at the port of embarkation,
and for use at the port of debarkation.

§302-9.10 For what POV emergency stor age expenses
will my agency pay?

Your agency will pay al necessary storage expenses,
including but not limited to readying the POV for storage,
local transportation to point of storage, storage, readying the
POV for use after storage, and local transportation from the
point of storage. Insurance on the POV is at your expense,
unless it is included in the expenses alowed by this para

graph.

§302-9.11 May | receive an advance of fundsfor
transportation and emergency storage of my POV?
Yes, you may receive advance funds in accordance with

§302-2.20 of this chapter and not to exceed the estimated
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amount of the expenses authorized under this part for trans-
portation and emergency storage of your POV.

§302-9.12 May my agency determinethat driving my

POV ismore advantageous and limit my

reimbur sement towhat it would cost todrivemy POV?

Yes, your agency decides whether it is more advantageous
for you and/or a member of your immediate family to drive
your POV for al or part of the distance or to have it trans-
ported. If your agency decides that driving the POV is more
advantageous, your reimbursement will be limited to the
allowances provided in Part 302-4 of this chapter for the
travel and transportation expenses you and/or your immediate
family incur en route.

Subpart B—Transportation
General

§302-9.100 Whoiseligiblefor transportation of a POV to
a post of duty?
An employee who is authorized to transfer to the post of
duty, or anew appointee or student trainee assigned to the post
of duty.

§302-9.101 In what situations may my agency authorize
transportation of a POV to my post of duty?

Your agency may authorize transportation when:

(a) At the time of your assignment, conditions warrant
such authorization under §302-9.140;

(b) Conditions that once precluded prior authorization
have changed to warrant such authorization under
§302-9.170; or

(c) Subsequent to the time of your assignment, conditions
warrant authorization under §302-9.172 of a replacement
POV.

§302-9.102 How many POV'smay | transport toapost of
duty?
You may transport one POV to a post of duty. However,
this does not, however, limit the transportation of a replace-
ment POV when authorized under §302-9.172.

§302-9.103 Dol havetoship my POV to my actual post of
duty?
Yes, you must ship your POV to your actual post of duty.
You may not transport the POV to an aternate location.

§302-9.104 What may | doif thereisno port or terminal
at the point of origin and/or destination?
If thereis no port or terminal at the point of origin and/or
destination, your agency will pay the entire cost of transport-
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ing the POV from your point of origin to your destination. If
you prefer, however, you may chooseto drive your POV from
your point of origin at time of assignment to the nearest
embarkation port or terminal, and/or from the debarkation
port or terminal nearest your destination to your post of duty
a any time. If you choose to drive, you will be reimbursed
your one-way mileage cost, at the rate specified in Part 302-4
of thistitle, for driving the POV from your authorized origin
to deliver it to the port of embarkation, or from the port of
debarkation to the authorized destination. For the segment of
travel from the port of embarkation back to your authorized
origin after delivering the POV to the port or from your autho-
rized destination to the port of debarkation to pick up the
POV, you will be reimbursed your one-way transportation
cost. Thetotal cost of round-trip travel, to deliver the POV to
the port at the origin or to pickup the POV at the port at your
destination, may not exceed the cost of transporting the POV
to or from the port involved. You may not be reimbursed a per
diem alowance for round-trip travel to and from the port
involved.

POV Transportation at Time of Assignment

§302-9.140 Under what specific conditions may my
agency authorizetransportation of aPOV tomy post of
duty upon my assignment to that post of duty?

Your agency may authorize transportation of a POV to
your post of duty when:

(a) It has determined in accordance with §302-9.503 that it
isintheinterest of the Government for you to have use of your
POV at the post of duty;

(b) You have signed a service agreement; and

(c) You meet any specific conditions your agency has
established.

§302-9.141 What isthe"authorized point of origin” when
| transport a POV to my post of duty?
Your “authorized point of origin” is as follows:

Your “authorized point of
If you area origin” isyour

(a) Transferee Old officid station.

(b) New appointee or student trainee|Place of actual residence.

§302-9.142 What will | bereimbursed if | transport a
POV from a point of origin that isdifferent from the
authorized point of origin?

If you transport a POV from apoint of origin that is differ-
ent from the authorized point of origin, you will be reim-
bursed the transportation costs you incur, not to exceed the
cost of transporting your POV from your authorized point of
origin to your post of duty.
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§302-9.143 When | am authorized to transport a POV,
may | havethe manufacturer or the manufacturer's
agent transport a new POV from thefactory or other
shipping point directly to my post of duty?

Yes, when you are authorized to transport a POV, you may
have the manufacture or the manufacturer’s agent transport a
new POV from the factory or other shipping point directly to
your post of duty provided:

(a) You purchased the POV new from the manufacturer or

manufacturer’s agent;

(b) The POV is transported FOB-shipping point, con-
signed to you and/or a member of your immediate family, or
your agent; and

(c) Ownership of the POV is not vested in the manufac-
turer or the manufacturer’s agent during transportation. Inthis
circumstance, you will be reimbursed for the POV transpor-
tation costs, not to exceed the cost of transporting the POV
from your authorized point of origin to your post of duty.

POV Transportation Subsequent to the Time of
Assignment

§302-9.170 Under what specific conditions may my
agency authorizetransportation of aPOV tomy post of
duty subsequent to the time of my assignment to that
post?

Your agency may authorize transportation of a POV to
your post of duty subsequent to the time of your assignment
to that post when:

(a) You do not have a POV at your post of duty;

(b) You have not previously been authorized to transport a
POV to that post of duty;

(c) You have not previously transported a POV outside
CONUS during your assignment to that post of duty;

(d) Your agency has determined in accordance with
§302-9.503 that it isin theinterest of the Government for you
to have use of your POV at the post of duty; and

(e) You signed a service agreement at the time you were
transferred in the interest of the Government, or assigned if
you were a new appointee or student trainee, to your post of
duty; and

(f) You meet any specific conditions your agency has
established.

§302-9.171 If circumstanceswarrant an authorization to
transport a POV to my post of duty after my
assignment tothepost of duty, must | sign anew service
agreement?

No, if circumstances changed after arrival at your new post
of duty to warrant authorization to transport a POV, you are

not required to sign a new service agreement, provided a ser-
vice agreement was signed at the time of your assignment to
the post of duty. Violation of that service agreement, however,
will result in your personal liability for the cost of transporting
the POV.

§302-9.172 Under what conditions may my agency
authorizetransportation of a replacement POV to my
post of duty?

Your agency may authorize transportation of a replace-
ment POV to your post of duty when:
(a) You require an emergency replacement POV and you
meet the following conditions:
(1) You had a POV which was transported to your post
of duty at Government expense; and
(2) You require areplacement POV for reasons beyond
your control and acceptable to your agency, such as the POV
is stolen, or seriously damaged or destroyed, or has deterio-
rated due to conditions at the post of duty; and
(3) Your agency determinesin advance of authorization
that areplacement POV is necessary and in theinterest of the

Government; or
(b) You require a non-emergency replacement POV and

you meet the following conditions:

(1) You have aPOV which was transported to a post of
duty at Government expense;

(2) You have been stationed continuously during a 4-
year period at one or more posts of duty; and

(3) Your agency has determined that it isin the Govern-
ment’sinterest for you to continue to have aPOV at your post
of duty.

§302-9.173 How many replacement POV's may my
agency authorize metotransport to my post of duty at
Government expense?

Your agency may authorize one emergency replacement
POV within any 4-year period of continuous service. It may
authorize one non-emergency replacement POV after every
four years of continuous service beginning on the date you
first have use of the POV being replaced.

§302-9.174 What isthe* authorized point of origin” when
| transport aPOV, including areplacement POV, tomy
post of duty subsequent tothetimeof my assignment to
that post of duty?

Your agency determines the authorized point of origin
within the United States when you transport a POV, including
a replacement POV, to your post of duty subsequent to the
time of your assignment to that post of duty.
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§302-9.175 When | am authorized to transport a POV,
including a replacement POV, to my post of duty
subsequent to thetime of my assignment to that post of
duty, may | have the manufacturer or the
manufacturer's agent transport a new POV from the
factory or other shipping point directly to my post of
duty?

Yes, you may havethe manufacture or manufacture’sagent
transport anew POV from the factory or other shipping point
to your post of duty under the same conditions specified in
§302-9.143.

Subpart C—Return Transportation of a POV
From a Post of Duty

§302-9.200 When am | eligiblefor return transportation

of a POV from my post of duty?

You are eligible for POV transportation from your post of
duty when:

(a) You weretransferred to a post of duty in the interest of
the Government; and

(b) You have aPOV at the post of duty.

§302-9.201 In what situationswill my agency pay to
transport a POV from my post of duty?

Your agency will pay to transport a POV from your post of
duty when:

(a) You aretransferred back to the official station (includ-
ing post of duty) from which you transferred to your current
post of duty;

(b) You are transferred to a new official station within
CONUS;

(¢) You are transferred to a new post of duty, where your
agency determinesthat use of a POV at that locationisnot in
the interest of the Government;

(d) You separate from Government service after comple-
tion of an agreed period of service at the post of duty where
your agency determined the use of a the POV to be in the
interest of the Government;

(e) You separate from Government service prior to com-
pletion of an agreed period of serviceat the post of duty where
your agency determined the use of a POV to bein the interest
of the Government, and the separation is for reasons beyond
your control and acceptable to your agency; or

(f) Conditions change at your post of duty such that use of
the POV no longer isin the best interest of the Government.

8302-9.202 When do | become entitled to return
transportation of my POV from my post of duty to an
authorized destination?

You become entitled to return transportation of your POV
from your post of duty to an authorized destination when:
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(a) Your agency determined the use of aPOV at your post
of duty wasin the interest of the Government;

(b) You have the POV at your post of duty; and

(c) You have completed your service agreement.

§302-9.203 |Isthereany circumstance under which | may
beauthorized totransport my POV from apost of duty
before completing my service agreement?

Yes, if conditions change at your post of duty such that use
of your POV no longer isin the interest of the Government,
or if you separate from Government service prior to comple-
tion of your service agreement for reasons beyond your con-
trol and acceptable to your agency, your agency may
authorize return transportation to your authorized destination.
When the return transportation is based on changed condi-
tions, you are still required to complete your service agree-
ment. If you do not, you will be regquired to repay the
transportation costs.

§302-9.204 What isthe* authorized point of origin” when
| transport my POV from my post of duty?

The “authorized point of origin” when you transport your
POV from your post of duty isthe last post of duty to which
you were authorized to transport your POV at Government
expense.

§302-9.205 What isthe “authorized destination” of a
POV transported under thissubpart?
The “authorized destination” of a POV transported under
this subpart isillustrated in the following table:

The authorized destination of
the POV you transport at
If Government expenseis

(a) You are transferred to an Your officia station.
Officia station within
CONUS.

(b)

(1) You aretransferred to
another post of duty and
use of aPOV at the new
postisnotintheinterest of
the Government;

(2) You separate from
Government service and
areeligible for
transportation of your
POV from your post of
duty; or

(3) Conditions change at your |Your place of actual residence.
post of duty such that use
of your POV no longer is
in the interest of the
Government at that post of

Your place of actual residence.

Your place of actual residence.

duty.
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§302-9.206 What should | doif thereisno port or
terminal at my authorized point of origin or authorized
destination when | transport a POV from my post of
duty?

If there is no port or terminal at your authorized point of
origin or authorized destination, your agency will pay the
entire cost of transporting the POV from your authorized ori-
ginto your authorized destination. If you prefer, however, you
may chooseto driveyour POV to the port of embarkation and/
or from the port of debarkation. If you choose to drive, you
will be reimbursed in the same manner as an employee under
§302-9.104.

8302-9.207 What will | bereimbursed if | transport my
POV from a point of origin or to a destination that is
different from my authorized origin or destination?
You will be reimbursed the transportation costs you actu-

aly incur, not to exceed what it would have cost to transport

your POV from your authorized origin to the authorized des-
tination.

8302-9.208 If | retain my POV at my post of duty after
conditionschangeto make use of the POV nolonger in
thebest interest of the Government, may | transport it
at Gover nment expensefrom the post of duty at alater
date?

Yes, your agency will pay the transportation costs not to
exceed the cost of transporting it to the authorized destination,
provided you otherwise meet all conditionsfor transporting a
POV.

§302-9.209 Under what conditions may my agency
authorize meto transport from my post of duty a
replacement POV purchased at that post of duty?
Your agency may authorize transportation of a replace-

ment POV purchased at a post of duty from the same post of

duty only if:

(a) At the time you purchased the replacement POV, you
met the conditionsin §302-9.172; and

(b) Prior to purchase of the replacement POV, your agency
authorized you to purchase a replacement POV at the post of
duty.

Subpart D—Transportation of a POV Within
the Continental United States (CONUS)

§302-9.300 When am | eligiblefor transportation of my

POV within CONUS at Gover nment expense?

You are eligible for transportation of your POV within
CONUS at Government expenses when:

(a) You are an employee who transfers within CONUS in
the interest of the Government; or

(b) You are anew appointee or student traineerelocating to
your first official station within CONUS.

§302-9.301 Under what conditions may my agency
authorize transportation of my POV within CONUS?
Your agency will authorize transportation of your POV

within CONUS only when:

() It hasdetermined that use of your POV to transport you
and/or your immediate family from your old official station
(or place of actual residence, if you areanew appointee or stu-
dent trainee) to your new official station would be advanta-
geous to the Government;

(b) Both your old official station (or place of actua resi-
dence, if you are anew appointee or student trainee) and your
new official station are located within CONUS; and

(c) Your agency further determines that it would be more
advantageous and cost effective to the Government to trans-
port your POV to the new official station at Government
expense and to pay for transportation of you and/or your
immediate family by commercial means than to have you or
an immediate family member drive the POV to the new offi-
cial station.

§302-9.302 How many POV'smay | transport within

CONUS?

You may transport any number of POV’s within CONUS
under this subpart, provided your agency determines such
transportation is advantageous and cost effective to the Gov-
ernment.

§302-9.303 If | am authorized to transport my POV
within CONUS, where must the transportation
originate?

If you are authorized to transport your POV within

CONUS, thetransportation must originate asillustrated in the

following table:

Your transportation must
If you area originate at your

(a) Transferee, Old officia station.

(b) New appointee or Student trainee, |Place of actual residence.

§302-9.304 If | am authorized to transport my POV
within CONUS, what must the destination be?
If you are authorized to transport your POV within
CONUS your destination must be your new official station.

Subpart E—Emergency Storage of a POV

§302-9.400 When am | eligible for emergency storage of
my POV?
You are eligiblefor emergency storage of your POV when:
(a) Your POV wastransported to your post of duty at Gov-
ernment expense; and
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(b) The head of your agency determines that your post of
duty iswithin azone from which your immediate family and/
or household goods should be evacuated.

§302-9.401 Wheremay | storemy POV if | receivenotice
to evacuate my immediate family and/or household
goods from my post of duty?

If you receive naotice to evacuate your immediate family
and/or HHG for your post of duty, you may store your POV
a a place determined to be reasonable by your agency
whether the POV isalready located at, or being transported to,
your post of duty.

Subpart F—Agency Responsibilities

Note to Subpart F: Use of pronouns “we”, “you”, and
their variants throughout this subpart refers to the agency.

§302-9.500 What means of transportation may we
authorizefor POV's?

You may authorize:

(8) Commercial means of transportation for POV'’s if
available at reasonabl e rates and under reasonabl e conditions;
or

(b) Government means of transportation for POV’s on a
space-available basis.

§302-9.501 How should weadminister the allowancesfor
transportation and emer gency storage of a POV?
To minimize costs and promote an efficient workforce,
you should provide an employee use of hisher POV when it
mutually benefits the Government and the employee.

§302-9.502 What gover ning policiesmust weestablish for
the allowances for transportation and emer gency
storage of a POV?

You must establish policies governing:

() When you will authorize transportation and emergency
storage of aPOV;

(b) When you will authorize transportation of a replace-
ment POV,

(c) Who will determine if transportation of a POV to or
from a post of duty isin theinterest of the Government;
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(d) Who will determine if conditions have changed at an
employee’s post of duty to warrant transportation of aPOV in
the interest of the Government;

(e) Who will determineif transportation of a POV wholly
within CONUS is more advantageous and cost effective than
having the employee drive the POV to the new official sta
tion; and

(f) Who will determine whether to allow emergency stor-
age of an employee’ sPQOV, including whereto store the POV.

§302-9.503 Under what condition may we authorize
transportation of a POV to a post of duty?

You may authorize transportation of a POV to a post of
duty only when you determine, after consideration of the fac-
torsin 8302-9.504, that it isin the interest of the Government
for the employee to have use of aPOV at the post of duty.

§302-9.504 What factors must we consider in deciding
whether to authorizetransportation of aPOV toapost
of duty?

When deciding whether to authorize transportation of a

POV to apost of duty, you must consider if:

(a) Local conditionsat the employee’'s post of duty warrant
use of a POV,

(b) Useof the POV will contributeto the employee’s effec-
tiveness on the jab;

(c) Use of a POV of the type involved will be suitable
under local conditions at the post of duty; and

(d) The cost of transporting the POV to and from the post
of duty will be excessive, considering the time the employee
has agreed to serve.

§302-9.505 What must we consider in determining
whether transportation of a POV within CONUS s
cost effective?

When determining whether transportation of aPOV within

CONUS s cost effective, you must consider the:

(a) Cost of traveling by POV;

(b) Cost of transporting the POV;

(c) Cost of travel if the POV is transported;

(d) Productivity benefit you derive from the employee’'s
accelerated arrival at the new official station.
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PART 302-10—ALLOWANCES FOR TRANSPORTATION OF MOBILE HOMES AND
BOATSUSED ASA PRIMARY RESIDENCE

Authority: 5 U.S.C. 5738; 20 U.S.C. 905 (a); E.O. 11609,
36 FR 13747, 3 CFR, 1971-1975 Comp., p. 586.

Subpart A—Eligibility and Limitations

Noteto Subpart A: Use of pronouns“1”, “you”, and their
variants throughout this subpart refers to the employee.

§302-10.1 May | bereimbursed for transporting my
mobile homeinstead of an HHG shipment?

Yes, if you are eligible for the transportation of HHG, you
will be reimbursed for transporting a mobile home instead of
an HHG shipment, not to exceed what the Government would
incur for the transportation of your HHG and 90-days tempo-
rary storage.

8302-10.2 Arethereany eligibility requirements?

Yes, to have a maobile home transported at Government
expense, you must certify that the mobile home will be used
at the new official station asyour primary residence and/or the
primary residence of your immediate family.

§302-10.3 What isthe maximum amount my agency may
authorize meto receive for transporting a mobile
home?

The maximum amount your agency may authorize you to
receive for transporting a mobile home shall not exceed the
cost of transporting 18,000 pounds of HHG and 90 days of
temporary storage.

§302-10.4 Arethere any geographic limitationsfor
transportation of a mobile home?

Yes, allowances for overland transportation of a maobile
home may be made only for transportation within CONUS,
within Alaska, and through Canada en route between Alaska
and CONUS or through Canada between one CONUS point
and another (e.g., between Buffalo, NY and Detroit, Ml).
Allowances for transportation within limits prescribed may
be paid even though the transportation involved originates,
terminates, or passes through locations not covered, provided
the amount of the alowance shall be computed on the basis
of that part of the transportation which is within CONUS,
within Alaska, or through Canada en route between Alaska
and CONUS or between one CONUS point and another. The
cost to transport a mobile home may not exceed the cost of
shipping 18,000 pounds of HHG and 90 days of temporary
storage.

§302-10.5 May | transport a mobile home over water?

Yes, you may transport a mobile home over water when
both the points of origin and destination are within CONUS
or Alaska

§302-10.6 Aretheallowancesfor transporting a mobile
homein addition to the allowances for per diem,
mileage, and transportation expenses, for me and my
immediate family member (s)?

Yes, allowancesfor transporting amobile home (including
mileage when towed by you) arein addition to the reimburse-
ment of per diem, mileage, and transportation expenses for
you and your immediate family member(s). However, you
must consider the fact that the mobile home may be moved at
Government expense only if it will be used as your residence
at the new official station, and allowances under Parts 302-5,
302-6, and 302-11 of this chapter will be paid accordingly.

Subpart B—Computation of Distance

§302-10.100 What distance will my agency allow for
points of origin and destination within CONUS and
Alaska?

Your agency will allow for the distance shown in standard
highway mileage guides or agency designated official table of
distances or actual miles driven as determined from your
odometer readings, between the authorized origin and desti-
nation.

§302-10.101 Must | furnish actual odometer readingson
thetravel claim?

No, you do not need to furnish odometer readings on the
travel claim but you must indicate the total miles traveled.
Any deviation from the distances indicated in standard high-
way mileage guides or agency officia table of distances must
be fully explained and acceptable to your agency.

Subpart C—Computation of Allowances

§302-10.200 What costsareallowablewhen acommercial
carrier transports my mobile home overland or over
water ?

Your agency will allow the following costs for use of a
commercial carrier transporting your mobile home:
() When transporting overland;

(1) The carrier’'s charge for actual transportation of the
mobile home (not to exceed the applicable tariff for such
movements approved by an appropriate regulatory body),
provided any substantial deviation from standard highway
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mileage guides or agency official table of distances is
explained;

(2) Ferry fares, bridge, road, and tunnel tolls;

(3) Taxes, charges or feesfixed by a State or other gov-
ernment authority for permitsto transport mobile homesin or
through its jurisdiction;

(4) Carrier’s service charges for obtaining necessary
permits; and

(5) Charges for a pilot (flag) car or escort services,
when required by State or local law.

(b) When transporting over water cost must include, but
not limited to the cost of:

(1) Fuel and oil used for propulsion of the boat;

(2) Pilots or navigators in the open water;

(3) A crew;

(4) Charges for harbor pilots;

(5) Docking feesincurred in transit;

(6) Harbor or port fees and similar charges related to
entry in and navigation through ports; and

(7) Towing, whether in tow or towing by pushing from
behind.

§302-10.201 What isthe mileage allowance when you
transport a mobile home overland by a POV?

The mileage allowance when you transport amobile home
overland by other than commercial means (e.g., towed by a
POV) iseleven cents per mile. Thisisin addition to the mile-
age alowance prescribed for driving the POV under
Part 302-4 of this chapter.

§302-10.202 Am | entitled to any other allowances when

| transport my mobile home by POV?

Yes, you areal so entitled to thefollowing allowanceswhen
you transport your mobile home by POV

(a) Payment of mileagefor use of aPQV to transport your-
self and /or immediate family member(s) as provided in
8302-4.300 of this chapter; and

(b) Preparation costs as provided in §302-10.205.

§302-10.203 What are my allowances when a mobile
homeistransported partly by commercial carrier and
partly by POV?

The alowances in §8302-10.200 through 302-10.202
apply to the respective portions of transportation by commer-
cia carrier and POV when a mobile home is transported by
both.

§302-10.204 What costs are allowed for preparing a
mobile home for shipment?
Allowable costsfor preparing a mobile home for shipment
include but are not limited to:
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(a) Blocking and unblocking (including anchoring and
unanchoring);

(b) Labor costs of removing and installing skirting;

(c) Separating, preparing, and sealing each section for
movement;

(d) Reassembling the two halves of a double-wide mobile
home;

(e) Travel lift fees;

(f) Rental, installation, remova and transportation of
hitches and extra axles with wheels and tires;

(g) Purchasing blocks in lieu of transporting blocks from
old official station and cost of replacement blocks broken
while mobile home was being transported;

(h) Packing and unpacking of HHG associated with the
mobile home;

(i) Disconnecting and connecting utilities;

(i) Installation and removal of towing lights on trailer;

(k) Chargesfor reasonable extension of existing water and
sewer lines; and

(1) Dismantling and assembling a portable room appended
to amobile home.

§302-10.205 Arethereany costsfor preparation that are
not allowed?
Yes, costs for preparing a mobile home located outside
Alaska or CONUS for movement or the costs for resettling
outside Alaska or CONUS are not allowed.

§302-10.206 May my agency assumedirect responsibility
for the costs of preparing and transporting my mobile
home?

Yes, your agency may assume direct responsibility for the
costs of preparing and transporting your mobile homeif it is
determined to be in the Government’s interest.

§302-10.207 Am | responsiblefor excessor non-allowable
charges?

Yes, you are responsible for any excess preparation or
transportation or non-allowable charges, such as:

(a) Costs for replacement parts, tires purchases, structural
repairs, brake repairs or any other repairs or maintenance per-
formed,

(b) Costs of insurance for vauation of mobile homes
above carriers maximum liabilities, or charges designated in
the tariffs as “ Special Service;”

(c) Cost of storage; and

(d) Costs of connecting/disconnecting appliances, equip-
ment, and utilitiesinvolved in relocation and costs of convert-
ing appliances for operation on available utilities.
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Subpart D—Advance of Funds

§302-10.300 May I receive an advance of fundswhen a
commercial carrier transportsthe mobile home?

Yes, you may receive an advance of funds when you are
responsible for arranging and paying a commercial carrier to
transport your mobile home. However, the advance may not
exceed the estimated amount allowable.

§302-10.301 May I receive an advance of fundswhen
payment ismadedirectly tothe carrier by my agency?
No, your agency will not authorize you an advance of

funds when it paysthe carrier directly.

Subpart E—Agency Responsibilities

Note to Subpart E: Use of pronouns “we”, “you”, and
their variants throughout this subpart refers to the agency.

8302-10.400 What policies must we establish for
authorizing transportation of a mobile home?
You must establish policies for authorizing transportation
of amabile home that implements this part including when:
(a) It is considered in the best interest of the Government
to assume direct responsibility for preparing and transporting
an employee’s mobile home;

(b) To authorize an advance of fundsfor acommercia car-
rier transporting an employee’s mobile home based on con-
structive or estimated cost when the empl oyee assumes direct
responsibility for payment.

§302-10.401 Aretheallowancesfor transportingamaobile
home in addition to the allowances for per diem,
mileage, and transportation expenses, for an employee
and immediate family member (s)?

Yes, allowancesfor transporting amobile home (including
mileage when towed by the employee) are in addition to the
dlowances for per diem, mileage, and transportation
expenses. However, you must consider the fact that the
mobile homewill be used asthe employee’sand/or immediate
family member(s) primary residence at the new official sta-
tion, and reduce the allowances under Parts 302-5, 302-6, and
302-11 of this chapter.

§302-10.402 What costs must we pay a commercial
carrier for transporting a mobile home?
The costsyou must pay acommercial carrier for transport-
ing a mobile home are prescribed in §302-10.200.

§302-10.403 What costs must we allow for preparing a
mobile home for shipment?
The costs you must allow for preparing a mobile home for
shipment are prescribed in §302-10.205.
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PART 302-11—ALLOWANCES FOR EXPENSES INCURRED IN CONNECTION WITH
RESIDENCE TRANSACTIONS

Authority: 5U.S.C. 5738 and 20 U.S.C. 905(c).

Subpart A—General Rules

Noteto Subpart A: Use of pronouns“1”, “you”, and their
variantsthroughout this subpart refersto the employee, unless
otherwise noted.

§302-11.1 What isthe purpose of an allowance for
expensesincurred in connection with residence
transactions?

The purpose of an allowance for expensesincurred in con-
nection with residence transaction is to reimburse you when
you transfer from an old official station to a new official sta-
tion for expenses that you incur due to:

(a) The sale of one residence at your old official duty sta-
tion, and/or the purchase of a residence at your new official
duty station; or

(b) The settlement expenses for a lease which has not
expired on your residence or mobile home lot which is used
as your permanent residence at your old official station.

§302-11.2 Am | €eligibleto receive an allowance for
expensesincurred in connection with my residence
transactions?

You are eligible to receive an allowance for expenses
incurred in connection with your residence transactions under
this subpart if you have signed a service agreement as speci-
fied in Subpart D of Part 302-3 of this chapter, and you are
performing a permanent change of station where:

(a) Your old and new official stationsarewithinthe United
States; or

(b) You transferred from an official station in the United
States to aforeign area, and you are now transferring back to
the United States and;

(1) You have completed your service agreement time
period for your overseas tour of duty; and
(2) You are assigned to an official station in the United

Statesthat ismorethan 50 milesfrom your last official station

in the United States, unless authorized otherwise in accor-

dance with §302-2.6 of this chapter.

§302-11.3 Must | sign a service agreement before
receiving residence transaction allowances?
Yes, you must sign a service agreement before receiving
residence transaction allowances.

§302-11.4 Whoisnot eligibleto receive an allowance for
expensesincurred in connection with residence
transactions?

You are not eligible to receive an allowance for expenses
incurred in connection with residence transactions under this
subpart if you are:

() A new appointee; or

(b) An employee assigned under the Government Employ-
ees Training Act (5 U.S.C. 4109).

§302-11.5 To bereimbursed for expensesincurred in my
residencetransactions, must | occupy the residence at
thetimel am notified of my transfer?

Yes, to be reimbursed for expenses incurred in your resi-
dence transactions, you must occupy the residence at thetime
you are notified of your transfer, unless your transfer is from
aforeign areato an official station within the United States
other than the one you left when you transferred out of the
United States, as specified in §302-11.2(b).

§302-11.6 For which expenseswill | bereimbursed if |

qualify for a residence transaction expense allowance?

If you qualify for a residence transaction expense allow-
ance, you may be reimbursed for the:

(a) Expenses of selling your old residence and purchasing
anew residencein the United States; or

(b) Settlement of an unexpired lease at your old official
station in the United States from which transferred to another
official station in the United States or when assigned to afor-
eign post of duty; and

(c) Expenses of purchasing a new residence in the United
States upon return to the United States upon compl etion of the
foreign tour of duty and thereturnisto adifferent official sta-
tion, and is 50 miles distance from the official station which
you transferred from.

§302-11.7 When are expensesfor my settlement of an
unexpired lease reimbur sable?

When your unexpired lease (including month to month) is
for residence quarters at your old official station, you may be
reimbursed for settlement expenses for an unexpired lease,
including but not limited to broker’s fees for obtaining a sub-
lease or charges for advertising if:

(a) Applicable laws or the terms of the lease provide for
payment of settlement expenses; or

(b) Such expenses cannot be avoided by sublease or other
arrangement; or

(c) You have not contributed to the expenses by failing to
give appropriate lease termination notice promptly after you
have definite knowledge of your transfer; or
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(d) The broker’s fees or advertising charges are not in
excess of those customarily charged for comparable services
in that locality.

§302-11.8 Must | sell aresidenceat theold official station
tobeédligibleto purchasearesidenceat the new official
station?

No, you do not haveto sell theresidence at your old official
station to be eligible for residence purchase transactions at
your new official station.

TimeLimitations

§302-11.21 How long do | have to submit my claim for
reimbur sement of expensesincurred in connection
with my residence transactions?

Your claim for reimbursement should be submitted to your
agency as soon as possible after the transaction occurred.
However, the settlement dates for the sale and purchase or
lease termination transactions for which reimbursement is
requested must occur not later than 2 years after the day you
report for duty at your new official station. (See §302-11.23)

8§302-11.22 May the2-year timelimitation beextended by
my agency?
Yes, your agency may extend the 2-year limitation for up
to two additional years for reason beyond your control and
acceptabl e to the agency.

§302-11.23 When must | request to have my initial time
period extended?

To haveyour initial time period extended, you must submit
arequest to your agency not later than 30 calendar days after
the expiration date unless this 30-day period is specifically
extended by your agency.

Subpart B—Title Requirements

§302-11.100 For which residence may | receive
reimbursement for under thissubpart?

You may receive reimbursement for the one residence
from which you regularly commute to and from work on a
daily basisand which wasyour residence at thetime you were
officially notified by competent authority to transfer to anew
official station.

§302-11.101 Must thetitletotheproperty for which | am
requesting an allowance for residence transactions be
in my name?

The title to the property for which you are requesting an
allowance for residence transaction must be:
(a) Solely in your name; or
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(b) Solely in the name of one or more of your immediate
family members; or

(c) Jointly in your name and in the name of one or more of
your immediate family members.

§302-11.102 How will the Gover nment deter mine who

holdstitleto my property?

The Government will determine who holds title to your
property based on:

(d) Whose name(s) actually appears on your title docu-
ment (e.g., the deed); or

(b) Who holds equitable title interest in your property as
specified in §302-11.105.

§302-11.103 How will I bereimbursed if | or amember of
my immediate family do not hold full titleto the
property for which | am requesting reimbur sement?
If you or amember of your immediate family do not hold

full title to the property for which you are requesting reim-

bursement, you will be reimbursed on a pro rata basis to the
extent of your actual title interest plus your equitable title
interest in the residence.

§302-11.104 When must | and/or a member (s) of my
immediate family have acquired titleinterest in my
residenceto be eligible for the allowance for expenses
incurred in connection with the sale of my residence?
To be €eligible for the allowance for expenses incurred in

connection with the sale of your residence, you and/or amem-

ber(s) of your immediate family must have acquired title or
equitabletitleinterest intheresidence asillustrated in the fol-
lowing table:

Type of Transfer Date
(1) Between official stationsin  |(1) Prior to the date first notified
the United States. of the transfer.

(2) Returning from completion of [(2) Prior to the date notified that
an foreign tour of duty to a you would be transferred to a
different official stationinthe|  different location in the
Untied States, which is 50 United States, which is 50
miles distance from the miles distance from the
officia station from which official stationyoutransferred
transferred to the foreign from to the foreign area.

official station.

§302-11.105 How isit determined if | hold “ equitabletitle
interest” in my residence?
“Equitable title interest” in your residence is determined
by your agency if:
(a) Thetitleisheld in trust, and:
(1) The property isyour residence;
(2) You and/or a member(s) of your immediate family
are the only beneficiary(ies) of the trust during either of your
lifetimes;
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(3) You and/or a member(s) of your immediate family
retain the right to distribute the property during your life-
times;

(4) You and/or a member(s) of your immediate family
retain the right to manage the property;

(5) You and/or a member(s) of your immediate family
are the only grantor/settlor of the trust, or retain the right to
direct distribution of the property upon dissolution of thetrust
or death; and

(6) You provide your agency with a copy of the trust
document; or

(b) Thetitle is held in the name of a financial institution,
and:

(1) The property isyour residence;

(2) You and/or a member(s) of your immediate family
executed a financing agreement (e.g., mortgage) with the
financial institution;

(3) State or local law requires that lending parties take
titleto perfect (i.e., protect) asecurity interest in the property,
or the financial institution requires that it take possession of
title as a condition of the financing agreement; and

(4) You provide your agency with a copy of the financ-
ing document; or

(c) Thetitleis held both in the names of

(1) You solely, or jointly with one or more members of
your immediate family, or one or more members of your
immediate family;

(2) An individual accommodation party as defined in
§302-11.106 who is not a member of your immediate family;
and

(3) The conditions apply:

(i) The property isyour residence.

(i) You and/or amember(s) of your immediate fam-
ily havetheright to usethe property and to direct conveyance
of the property.

(iii) The lender requires signature of the accommo-
dation party on the financing document.

(iv) You and/or amember of your immediate family,
are liable for payments under the financing arrangement
(e.g., mortgage).

(v) The accommodation party’s name is on the title.

(vi) The accommodation party does not have a
financial interest in the property unless the employee and/or
amember(s) of theimmediate family default on the financing
arrangement.

(vii) Youmust provide documentation of the accom-
modation that is acceptable by your agency; or

(d) Thetitleisheld by the seller of the property and thefol-
lowing conditions are met:

(1) The property isyour residence;

(2) You and/or member(s) of your immediate family
has the right to use the property and to direct conveyance of
the property;

(3) You and/or member(s) of your immediate family
must have signed a financing agreement with the seller of the
property (e.g., a land contract) providing for fixed periodic
payments and transfer of title to the employee and/or amem-
ber(s) of the immediate family upon completion of the pay-
ment schedule; and

(4) You provide your agency with a copy of the financ-
ing agreement; or

(e) Another equitable title situation exists where title is
held in your name only or jointly with you and one or more
members of your immediate family or with you and an indi-
vidual who is not an immediate family member, and the fol-
lowing conditions are met:

(1) The property isyour residence.

(2) You and/or a member(s) of your immediate family
has the right to use the property and to direct conveyance of
the property.

(3) Only you and/or a member(s) of your immediate
family has made payments on the property.

(4) You and/or a member(s) of your immediate family
received all proceeds from the sale of the property.

(5) You must provide suitable documentation to your

agency that all conditionsin paragraphs (e)(1) through (€)(4)
of this section are met.

§302-11.106 What isan accommodation party?

An accommodation party is an individual who signs an
employee’s financing agreement (e.g., a mortgage) to lend
his’her name (i.e., credit) to the arrangement.

Subpart C—Reimbur sable Expenses

§302-11.200 What residencetransaction expenseswill my
agency pay?

Provided that they are customarily paid by the seller of a
residence at the old official station or by the purchaser of a
residence at the new official station, your agency will pay the
following expenses:

(a) Your broker’s fee or real estate commission that you
pay in the sale of your residence at the last official station, not
to exceed theratesthat are generally charged in the locality of
your old officia station;

(b) The customary cost for an appraisal;

(c) Thecosts of newspaper, bulletin board, multiple-listing
services, and other advertising for sale of theresidence at your
old official station that is not included in the broker’s fee or
the real estate agent’s commission;

(d) The cost of atitle insurance policy, costs of preparing
conveyances, other instruments, and contracts and related
notary fees and recording fees; cost of making surveys, pre-
paring drawings or plats when required for legal or financing
purposes; and similar expenses incurred for selling your resi-
dence to the extent such costs:
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(1) Have not been included in other residence transac-
tion fees (i.e., brokers' fees or real estate agent fees);

(2) Do not exceed the charges, for such expenses, that
are normally charged in the locality of your residence;

(3) Are usualy furnished by the seller;

(e) Thecostsof searchingtitle, preparing abstracts, and the
legal feesfor atitle opinion to the extent such costs:

(1) Have not been included in other related transaction
costs (i.e., broker’s fees or real estate agency fees); and

(2) Do not exceed the charges, for such expenses, that
are customarily charged in the locality of your residence.

(f) The following “other” miscellaneous expenses in con-
nection with the sale and/or purchase of your residence, pro-
vided they are normally paid by the seller or the purchaser in
the locality of the residence, to the extent that they do not
exceed specifically stated limitations, or if not specifically
stated, the amounts customarily paid in thelocality of theres-
idence:

(1) FHA or VA feesfor the loan application;

(2) Loan origination fees and similar charges such as
loan assumption fees, loan transfer fees or other similar
charges not to exceed 1 percent of the loan amount without
itemization of the lender’'s administrative charges (unless
requirements in §302-11.201 are met), if the charges are
assessed in lieu of aloan origination fee and reflects charges
for services similar to those covered by aloan origination fee;

(3) Cost of preparing credit reports;

(4) Mortgage and transfer taxes,

(5) State revenue stamps,

(6) Other fees and charges similar in nature to those
listed in paragraphs (f)(1) through (f)(5) of thissection, unless
specifically prohibited in §302-11.202;

(7) Charge for prepayment of amortgage or other secu-
rity instrument in connection with the sale of the residence at
the old official station to the extent the termsin the mortgage
or other security instrument provide for this charge. This pre-
payment penalty is also reimbursable when the mortgage or
other security instrument does not specifically provide for
prepayment, provided this penalty is customarily charged by
the lender, but in that case the reimbursement may not exceed
3 months' interest on the loan balance;

(8) Mortgage title insurance policy, paid by you, on a
residence you purchased for the protection of, and required
by, the lender;

(9) Owner’stitle insurance policy, provided it isa pre-
requisite to financing or the transfer of the property; or if the
cost of the owner’s title insurance policy is inseparable from
the cost of other insurance which is a prerequisite;

(10) Expensesin connection with construction of ares-
idence, which are comparable to expenses that are reimburs-
ablein connection with the purchase of an existing residence;

(11) Expenses in connection with environmental test-
ing and property inspection fees when required by Federal,
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State, or local law; or by the lender as a precondition to sale
or purchase; and

(12) Other expenses of sale and purchase made for
required services that are customarily paid by the seller of a
residence at the old official station or if customarily paid by
the purchaser of aresidence at the new official station.

§302-11.201 When may my reimbur sement for loan
assumption fees or other similar fees exceed the 1
percent as specified in §302-11.200(f)(2)?
Reimbursement may exceed 1 percent (as specified in

§302-11.200(f)(2) only when you provide evidence that the

higher rate:

(a) Doesnot include prepaid interest, points, or amortgage
discount; and

(b) Is customarily charged in the locality where the resi-
denceislocated.

§302-11.202 What residencetr ansaction expenseswill my
agency not pay?

Your agency will not pay:

(a) Any feesthat have been inflated or are higher than nor-
mally imposed for similar servicesin the locality;

(b) Broker fees or commissions paid in connection with
the purchase of a home at the new official station;

(c) Owner’stitle insurance policy, “record title” insurance
policy, mortgage insurance or insurance against loss or dam-
age of property and optional insurance paid for by youin con-
nection with the purchase of aresidence for your protection;

(d) Interest on loans, points, and mortgage discounts,

(e) Property taxes;

(f) Operating or maintenance costs,

(g) Any fee, cost, charge, or expense determined to be part
of the finance charge under the Truth in Lending Act, Titlel,
Pub. L. 90-321, as amended, and Regulation Z issued by the
Board of Governors of the Federa Reserve System
(12 CFR part 226), unless specificaly authorized in
§302-11.200;

(h) Expenses that result from construction of a residence,
except as provided in §302-11.200(f)(10); and

(i) Losses, see §302-11.304.

Subpart D—Request for Reimbur sement

§302-11.300 Istherealimit on how much my agency will

reimburse mefor residence transactions?

Yes, your agency will reimburse you no more than:

(a) Ten percent of the actual sales pricefor the sale of your
residence at the old official station; and

(b) Five percent of the actual purchase price of the resi-
dence for the purchase of a residence at the new officia sta-
tion.
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8302-11.301 How must | request reimbursement for the
expenses| incur for my residence transactions?

To request reimbursement for the expenses you incur for
your residence transaction, you must:

(a) Send your claim for reimbursement and documentation
of expenses to your old official station for review and
approval unless otherwise specified by your agency, and

(b) Follow your agency’s procedures and submit appropri-
ate voucher(s) along with any claim applications that your
agency may require with appropriate documents specified in
§302-11.302.

§302-11.302 What documentation must | submit to my
agency to request reimbursement for the sale of a
former residence or the purchase of a new one?

To request reimbursement for the sale of a former resi-
dence or the purchase of a new one, you must submit to your
agency:

(a) Copies of your sales agreement when selling a resi-
dence;

(b) Your purchase agreement when a purchasing a resi-
dence;

(c) Property settlement documents;

(d) Loan closing statements; and

(e) Invoices or receipts for other bills paid.

§302-11.303 Will the Government reimburse me for
expensesincurred in connection with my residence
transactionsthat arepaid by someoneother than meor
amember of my immediate family?

No, the Government will not reimburse you for expenses
incurred in connection with your residence transactions if
they are paid by someone other than you or amember of your
immediate family.

§302-11.304 Will my agency reimburse mefor lossesdue
to market conditionsor pricesat the old and new
official station?

No, losses incurred due to market conditions or prices at
your old and new duty station are not reimbursable when
incurred by you due to:

(a) Failure to sell aresidence at the old official station at
the price asked, or at its current appraised value, or at itsorig-
inal cost; or

(b) Failure to buy a dwelling at the new official station at
a price comparable to the selling price of the residence at the
old official station; or

(c) Any losses that are similar in nature to (a) or (b).

§302-11.305 Will | receive reimbursement for any
residencetransaction expensesincurred prior tobeing
officially notified of my transfer?

No, reimbursement of any residence transaction expenses
(or settlement of an unexpired lease) that occurs prior to being
officialy notified (generally in the form a change of station
travel authorization) is prohibited.

§302-11.306 How can | know if my expensesare
reasonable and will be reimbursed by the
Government?

You are responsible for the determination of reasonable-
ness for your claimed expenses. To determine if your
expenses are reasonable, you should, in coordination with
your agency, contact thelocal real estate association, or, if not
available, at least three different realtors in the locality in
which your expenses will be incurred and request:

(a) The current schedule of closing costs which applies to
the areain which you are buying or selling;

(b) Information concerning local custom and practices
with respect to charging of closing costswhich relateto either
your sale or purchase and whether such costs are customarily
paid by the seller or purchaser; and

(c) Information on the local terminology used to describe
the costs specified in paragraph (b) of this section.

§302-11.307 May | receive an advance of fundsfor my
residence transaction expenses?
No, you may not receive an advance of funds for your res-
idence transaction expenses.

§302-11.308 How much will | receivefor reimbur sement
when | purchaseor sell land in excess of what
reasonably relatesto theresidence site?

When you purchase or sell land in excess of what reason-
ably relates to the residence site, your reimbursement will be
limited to a pro rata reimbursement of the land reasonably
related to the residence site.

§302-11.309 What residence transaction expense are
reimbursableif an employee violatesthe terms of hig/
her service agreement?

If the employee violates his/her service agreement, no res-
idence transaction expenses will be paid, and any amounts
paid prior to such violation shall be a debt due the United
States until they are paid by the employee.
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Settlement of Unexpired L ease

§302-11.320 How must | request reimbur sement for
settlement of an unexpired lease?
To request reimbursement for settlement of an unexpired
lease, you must itemize expenses (list all expenses separately)
on atravel voucher and submit the voucher to your agency.

§302-11.321 How will I bereimbursed when | sharea
lease with someone else?
When you share a lease with someone else you will be
reimbursed on apro ratabasisfor that portion of thelease that
you are responsible for.

Subpart E—Agency Responsibilities

Note to Subpart E: Use of pronouns “we”, “you”, and
their variants throughout this subpart refers to the agency.

§302-11.400 What policies and procedures must we
establish?
You must establish internal policies and procedures to
implement this part.

§302-11.401 Under what conditions may we authorize or
approve aresidence transaction expense allowance?
You may authorize or approve a residence transaction

expense allowance when an employeeis performing aperma-

nent change of station in the interest of the Government and
has signed a service agreement (other than anew appointee or
an employee assigned under the Government Employees

Training Act (5 U.S.C. 4109.); and
(&) The old and new official stations are located in the

United States; or
(b) The employee has completed an agreed upon tour of

duty overseas and is returning to the United States to an offi-

cial station that is at least 50 miles away from the employees
last official station in the United States; or

(c) When the employee has been permanently assigned to
atemporary official station.

§302-11.402 Whoisnot eligibleto receiveresidence

transaction expense allowances?

Thefollowing are not eligibleto receive residence transac-
tion expense allowances:

(a) New appointees; and

(b) Employees assigned under the
Employee's Training Act (5 U.S.C. 4109).

Government
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§302-11.403 What policies must we establish before
accepting documentation from an employee for
reimbur sement of residence transaction expenses?
You must establish policiesthat will definewhat documen-

tation is acceptable from an employee when requesting reim-

bursement of residence transaction expenses.

§302-11.404 What controls must we establish for paying
allowancesfor expensesincurred in connection with
residence transactions?

When paying allowancesfor expensesincurred in connec-
tion with residence transactions, you must:

(a) Determine who will authorize and approve residence
transactions expenses on the employee’s travel authorization;

(b) Determinewho will review applicationsfor reimburse-
ment of residence transaction expenses;

(c) Determinewho will authorize extensions beyond the 2-
year limitation for completing sales and purchase or lease ter-
mination transactions, under §8302-11.420 and 302-11.421;

(d) Prescribe a claim application form which meets your
internal administrative requirements;

(e) Require employeesto submit atravel claim with appro-
priate documentation to support his’her payment of the
expenses claimed, which must include as a minimum;

(1) The sales agreement,

(2) The purchase agreement,

(3) Property settlement documents,

(4) Loan closing statements, and

(5) Invoices or receipts for other bills paid; and

() Require employees to submit travel claims to his/her
old official station for review and approval of the claim unless
agency review and approva functions are performed else-
where except as provided in §302-11.405.

§302-11.405 Which agency must review and approvethe
employee's application when the employee transfers
between agencies?

The hiring agency in the locality of the employee's old
official station must review and approve the employee's
application when the employee transfers between agencies,
unless the hiring agency does not have an appropriate instal-
lation there. In that case, the losing agency at the old official
station must review and approve the expenses.

§302-11.406 How must we administer an employee's
claim?
To administer an employee’s claim:
(a) You must:

(1) Review the employee’s claim to determine whether
the expenses claimed are reasonable in amount and custom-
arily paid by thebuyer/seller inthelocality wherethe property
islocated;
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(2) Disallow any portion of the employee’sclaimthat is
inflated or are higher than normal for similar services in the
locality;

(3) Executefinal administrative approval of payment of
aclaim by an appropriate agency approving official; and

(4) Return disapproved applications to the employee
with amemorandum of explanation.

(b) The approving official must determineif:

(1) The aggregate amount of expenses claimed in con-
nection with a sale or purchase of a residence is within the
prescribed limitation for either;

(2) All conditions and requirements under which allow-
ances may be paid have been met; and

(3) The expenses themselves are those which are reim-
bursable.

Noteto §302-11.406: You must not pay the expenseslisted
in §302-11.202 or §302-11.304.

§302-11.407 What documentation must werequirethe
employee to submit before paying residence
transaction expenses?

Before paying residence transaction expenses, you must
require the employee to submit:

(a) A copy of hig/her financial documentswhich provethat
only the employee and or amember(s) of theimmediate fam-
ily made payments on the property;

(b) A copy of his’her financial documentswhich provethat
he/she and/or a member(s) of the immediate family received
al proceeds from the sale of the property;

(c) Documentation that is acceptable by you in verifying
any interest that the employee has in the property; and

(d) Any additional documents that you need to verify pay-
ments.

TimeLimitations

§302-11.420 How long can we authorize an extension for
completion of the sale and purchase or lease
termination transactions?

You may authorize an additional period of time, not to
exceed 2 years, for completion of the sale and purchase or
lease termination transactions.

§302-11.421 What must weconsider when authorizingan
extension of time limitation?

When authorizing an extension of time limitation, you
must determine that the:

(a) Employee has extenuating circumstances which have
prevented him/her from completing his/her sale and purchase
or lease termination transactionsin theinitial authorized time
frame of two years; and

(b) Employee’s residence transactions are reasonably
related to his’her transfer of officia station.

Unexpired L ease

§302-11.430 When must we reimbur se an employee for
expensesincurred dueto settlement of an unexpired
lease?

You must reimburse an employee in lieu of residence
transaction expenses when the employee meets the require-
ments of §302-11.100 for expensesincurred due to settlement
of an unexpired lease.

§302-11.431 How must werequirean employeetorequest
reimbur sement for expenses of an unexpired lease
settlement?

You must require that the employee submit an appropriate
travel claim requesting reimbursement for expenses of an
unexpired lease settlement with:

(a) An itemization of all expenses claimed supported by
documentation showing that the employee indeed paid all
|ease settlement fees; and

(b) A total amount for all expenses claimed.

Title Requirements

§302-11.440 How must we determine who holdstitleto

property for reimbur sement purposes?

To determine who holds title to property for reimburse-
ment purposes, you must verify:

(a) Whose name(s) actually appears on the title document
(e.g., the deed); or

(b) Who holds equitable title interest in the property.

§302-11.441 How must wedeter mineif an employeeholds
equitabletitleinterest in his’/her property?
To determine if an employee holds equitable title interest
in his’her property, you must follow the guidelines in
§302-11.405.

Request for Reimbur sements

§302-11.450 May we advance an employee fundsfor
expensesincurred in connection with residence
transactions?

No, you may not advance an employee funds for expenses
incurred in connection with residence transactions.

§302-11.451 What isthe maximum amount that we may
reimbur se for the sale or purchase of an employee's
residence?

The maximum amount that you may reimbursefor the sale
or purchase of an employee's residenceis:
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(a) Ten percent of the actual sale price for the sale of the (b) Five percent of the actual purchase price of the resi-
employee's residence at the old official station; and dence for the purchase of a residence at the new official sta-
tion.
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PART 302-12—USE OF A RELOCATION SERVICES COMPANY

Authority: 5U.S.C. 5738 and 20 U.S.C. 905(c).

Subpart A—Employee's Use of a Relocation
Services Company

Noteto Subpart A: Use of pronouns“1”, “you”, and their
variants throughout this subpart refers to the employee.

§302-12.1 Am | eligibleto use arelocation services
company?
Yes, if you are an employee who is authorized to transfer
and such transfer includes residence transaction.

§302-12.2 Who determinesif | may use arelocation
services company?
Your agency must determine if you may use a relocation
services company.

§302-12.3 Under what conditions may | use a relocation
services company?

You may use arelocation services company if you:

(a) Meet all conditions required for you to be eligible for
an alowance contained in this chapter for which a service
provided by the relocation services company would serve as
a substitute, and you are authorized to use a specific reloca-
tion service provided by the company as a substitute;

(b) Have signed a service agreement; and

(c) Meet any specific conditions your agency has estab-
lished.

§302-12.4 For what relocation services expenses will my
agency pay?

Your agency will pay the relocation services company’s
fees/expenses for the services you are authorized to use. If
your agency pays the relocation services company for actual
expenses the company incurs on your behalf, payment to the
company is limited to what you would have received under
the direct reimbursement provisions of this chapter.

8302-12.5 If | useacontracted-for relocation servicethat
isa substitute for reimbursable relocation allowance,
will I bereimbursed for therelocation allowance as
well?

No, if you use a contracted-for relocation service that isa
substitute for reimbursabl e rel ocation alowance, you will not
be reimbursed for the relocation as well.

§302-12.6 What expenseswill my agency pay if | usea
relocation servicescompany to ship household goodsin
excess of the maximum weight allowance?

If you use a relocation services company to ship HHG in
excess of the maximum weight allowance, your agency will
pay the portion of the fee attributable to 18,000 pounds net
weight. You must pay the rest.

§302-12.7 What expenseswill my agency pay if | usea
relocation services company to sell or purchasea
residence for which | and/or a member(s) of my
immediate family do not have full title?

If you use a relocation services company to sell or pur-
chase a residence for which you and or a member(s) of your
immediate family do not have full title, your agency will pay
the portion of the relocation services company’s fee attribut-
abletoyour proratashare of the residence, in accordance with
§302-11.103 of this chapter. You must pay any portion of the
fee attributable to other than your pro rata share of the resi-
dence.

§302-12.8 If my agency authorizesmetoenter ahomesale
program, must | accept a buyout offer from the
relocation services company?

No, if your agency authorizes you to enter ahomesale pro-
gram, your agency must give you the option to accept or reject
an offer from the rel ocation services company.

§302-12.9 What aretheincometax consequencesif | use
arelocation services company?

You may incur income taxes on relocation services pro-
vided by arelocation services company and paid for by your
agency. Section 82 of the Internal Revenue Code states there
shall be included in gross income (as compensation for ser-
vices) any amount received or accrued, directly or indirectly,
by an individual as a payment for or reimbursement of
expenses of moving from one residence to another residence
which is attributable to employment. You will receive arelo-
cation incometax (RIT) allowanceif your agency determines
that such expenses are taxable. The Government does not
assume responsibility for payment of your taxes, however,
and you may wish to consult atax professional on income tax

reporting.

Subpart B—Agency's Use of a Relocation
Services Company

Note to Subpart B: Use of pronouns “we”, “you”, and
their variants throughout this subpart refers to the agency.
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§302-12.100 What are “relocation services’ ?:

“Relocation services’ are services provided by a private
company under a contract with an agency to assist a trans-
ferred employee in relocating to the new official station.
Examplesinclude homesal e programs, home marketing assis-
tance, home finding assistance, and property management
Services.

§302-12.101 May weenter into a contract with a
relocation services company for the company to
providerelocation services?

Yes, you may enter into a contract with a relocation ser-
vices company for the company to provide relocation ser-
vices.

§302-12.102 What contracted relocation servicesmay we
provide at Government expense?

You may pay for contracted relocation services that are
substitutesfor reimbursable relocation allowances authorized
throughout this chapter. For example, you may pay for home-
sale services as a substitute for residence sale expenses, or
household goods management services as a substitute for
transportation of household goods.

§302-12.103 May we separ ately contract for each type of
relocation service?
Yes, you may separately contract for each type of reloca-
tion service or you may combine several types of relocation
servicesin asingle contract.

§302-12.104 What isthe purpose of contracting for
relocation services?
The purpose of contracting for relocation services is to
improve the treatment of employees who are directed to relo-
cate to facilitate the retention of awell-qualified workforce.

§302-12.105 How must we administer arelocation
services contract?

You must balance the positive effects that availability of
rel ocation services has on employee mobility and morale with
any increased costs your agency may experience asaresult of
providing relocation services.

8302-12.106 What policies must we establish when
offering our employeesthe services of a relocation
services company?

When offering your employees the services of arelocation
services company, you must establish policies governing:

(a) The conditions under which you will authorize an
employee to use a relocation services company;

(b) Which employees you will alow to use a relocation
services company;
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(c) What relocation services you will offer an employee;
and

(d) Who will determine in each case if an employee may
use arelocation services company and what services will be
offered.

§302-12.107 What rulesmust wefollow when contracting
for relocation services?
You must follow the rules contained in the Federal Acqui-
sition Regulations (FAR) (48 CFR) and/or other procurement
regulations applicable to your agency.

§302-12.108 What aretheincome tax consequencesthat
we must consider when offering relocation services?
Amounts you pay to a relocation services company on

behaf of an employee may be taxable to the employee. In

some cases, such as certain homesale programs, the amounts
may not be taxable. You must determine the taxability of such
payments, and pay arelocationincometax (RIT) allowancein
accordance with Part 302-17 of this chapter on payments you
determineto betaxableto the employee. You may contact the:

Assistant Chief Counsel (Income Tax & Accounting), Inter-

nal Revenue Service, 1111 Constitution Avenue, NW., Room

5501, Washington, DC 20224, for information on the income

tax consequences of payments you make to a relocation ser-

vices company.

§302-12.109 What must we consider in deciding whether
to use the fixed-fee or cost-reimbursable contracting
method?

You must consider the following factors in deciding
whether to use the fixed-fee or cost-reimbursabl e contracting
method:

(a) Risk of alternative methods. Under afixed fee contract,
the relocation services company bears all risks not expressly
contained in the contract. Under a cost-reimbursable contract,
you must assume some or al risks and, therefore, must
assume some management responsi bilities under the contract
aswell. For example, under afixed fee homesal e program you
are not directly liable for losses incurred if a residence does
not sell immediately, while under a cost-reimbursable home-
sale program you assume some or al risks of selling the res-
idence.

(b) Cost of alternative methods. Under the fixed fee
method of contracting, the fee includes a cost component for
risks assumed by the relocation services company. Under the
cost-reimbursable method of contracting, you are directly
responsible for some or al of the costs associated with man-
agement of the contract. In deciding whether to use cost-reim-
bursable contracting you, therefore, must consider the cost of
resources you would require (including personnel costs) to
manage a cost-reimbursabl e rel ocation services contract.
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(c) Effect on the obligation of funds. You must obligate
fundsfor arelocation in the fiscal year in which the purchase
order is awarded under the contract. Under the fixed fee con-
tracting method, the amount of the relocation services fee is
fixed and you have a basis for determining the amount of
funds to obligate. Under the cost-reimbursable contracting
method, you must obligate funds based on an estimate of the
coststhat will beincurred. When opting for cost-reimbursable
contracting you, therefore, should establish areliable method
of computing fund obligation estimates.

§302-12.110 May wetaketitleto an employee's
residence?

No, you may not take title to an employee’s residence
except as specifically provided by statute. The statutes which
form the basis for the provisions of this part do not provide
such authority.

§302-12.111 Under a homesale program, may we
establish a maximum home value above which we will
not pay for homesale services?

Yes, if ahome exceeding the maximum value above which
you will not pay is sold under your homesale program, the
employee will be responsible for any additional costs. You
must establish a maximum amount commensurate with your
agency’s experience. You may consider, among other factors,
budgetary constraints, the value range of homes in areas

where you have offices, and the value range of homes previ-
ously entered in your program.

§302-12.112 Under a homesale program, may we pay an
employee for losses he/sheincurson the sale of a
residence?

No, under a home sale program, you may not pay an
employee for losses he/she incurs on the sale of aresidence,
but this does not preclude you reimbursing a relocation ser-
vice's company for losses incurred while the contractor holds
the property.

§302-12.113 Under a homesale program, may we direct
therelocation services company to pay an employee
morethan thefair market value of his’her residence?
No, under a homesale program, you may not direct the

relocation services company to pay an employee more than

the fair market value (as determined by the residence
appraisal process) of his’her home.

§302-12.114 May weusearelocation servicescontract for
services which we are contractually bound to obtain
under another travel services contract?

No, you may not use a relocation services contract to
which you are contractually bound to obtain the services of
another rel ocation service provider or to circumvent thetravel
and transportation expense payment system contract if you
are a user of that contract.
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§302-14.101

PART 302-14—HOME MARKETING INCENTIVE PAYMENTS

Authority: 5U.S.C. 5756.

Subpart A—Payment of Incentiveto the
Employee

Noteto Subpart A: Use of pronouns“1”, “you”, and their
variants throughout this subpart refers to the employee.

§302-14.1 What isa “homesale program”?

A “homesale program” is a program offered by an agency
through a contractual arrangement with a relocation services
company. The rel ocation services company purchasesatrans-
ferred employee’s residence at fair market (appraised) value
and then independently markets and sells the residence.

§302-14.2 What isthe purpose of a home marketing
incentive payment?

The purpose of a home marketing incentive payment isto
reduce the Government’s relocation costs by encouraging
transferred employees to participate in their employing
agency’s homesale program to independently and aggres-
sively market, and find a bonafide buyer for their residence.
This significantly reduces the fees/expenses their agencies
must pay to relocation services companies and effectively
lowers the cost of such programs.

§302-14.3 Am | eligibleto receive a home marketing
incentive payment?

Yes, you are eligibleto receive ahome marketing incentive
payment if you are an employee who is authorized to transfer
and you otherwise meet requirements for sale of your resi-
dence at Government expense.

§302-14.4 Must my agency pay me a home marketing
incentive?
No, your agency determines when it is in the Govern-
ment’s interest to offer you a home marketing incentive.

§302-14.5 Under what circumstanceswill | receive a

home marketing incentive payment?

You will receive a home marketing incentive payment
when:

(a) You enter your residence in your agency’s homesale
program;

(b) You independently and aggressively market your resi-
dence;

(c) Youfind abonafide buyer for your residence asaresult
of your independent marketing efforts;

(d) You transfer the residence to the relocation services
company;

(e) Your agency pays areduced fee/expensesto therel oca-
tion services company asaresult of your independent market-
ing efforts;

(f) You meet any additional conditions your agency has
established, including but not limited to, mandatory market-
ing periods, list price guidelines, closing requirements, and
residence value caps; and

(g) Your agency has established a home marketing incen-
tive program.

§302-14.6 How much may my agency pay mefor a home
marketing incentive?

Your agency will determine the amount of your home mar-
keting incentive payment. The incentive payment, however,
may not exceed the lesser of:

(a) Five percent of the price the relocation services com-
pany paid when it purchased the residence from you; or

(b) The savingsyour agency realized from the reduced fee/
expensesit paid as aresult of you finding a bona fide buyer.

§302-14.7 Aretheretax consequenceswhen | receivea
home marketing incentive payment?

Yes, the home marketing incentive payment is considered
income. Consequently, you will be taxed, and your agency
will withhold income and employment taxes, on the home
marketing incentive payment. You will not, however, receive
awithholding tax allowance (WTA) to offset the withholding
on your home marketing incentive payment, nor will you
receive arelocation incometax (RIT) allowance payment for
substantially all of your Federal, state and local income taxes
on the incentive payment.

Subpart B—Agency Responsibilities

Note to Subpart B: Use of pronouns “we”, “you”, and
their variants throughout this subpart refers to the agency.

§302-14.100 How should we administer our home

mar keting incentive payment program?

Your goa in using an incentive payment program is to
reduce your overal relocation costs. You must not make a
home marketing incentive payment that exceeds the savings
you realize from the reduced fees/expenses you pay the relo-
cation services company.

§302-14.101 What policies must we establish to govern
our home marketing incentive payment program?
You must establish policiesto govern:

(a) The conditions under which you will authorize ahome
marketing incentive payment for an employee;
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(b) The amount of the home marketing incentive pay-
ment(s) you will offer (or) the method you will useto compute
your home marketing incentive payments); and

(c) Who will determine in each case whether a home mar-
keting incentive payment is authorized.

§302-14.102 What factors should we consider in
determining whether to establish a home marketing
incentive payment program?

In determining whether to establish a home marketing
incentive payment program, you should consider:

(a) Whether the program will increase the percentage of
residences sold for which employees find a bona fide buyer.
You should establish a benchmark for the percentage of resi-
dences for which you expect employees to find a bona fide
buyer resulting in lower homesale coststo you. If your histor-
ical percentage of employee-generated sales is below your
benchmark, a home marketing incentive payment program
may benefit you; and

302-14-2

(b) The expected net savings from a home marketing
incentive payment program.

§302-14.103 What factors should we consider in

deter miningtheamount of ahomemarketingincentive

payment?

In determining the amount of a home marketing incentive
payment, you should consider the:

(8) Amount of savings from reduced fee/expenses paid to
the relocation services company. The home marketing incen-
tive payment program is intended to reduce your relocation
costs. Theamount of each home marketing incentive payment
you make, therefore, must not exceed the savings you realize
from the reduced fee you pay to the relocation services com-
pany; and

(b) Employee’s efforts in marketing the residence. The
purpose of ahome marketing incentive payment programisto
encourage atransferred employee who participatesin ahome-
sale program to independently and aggressively market hig/
her residence and find a bonafide buyer.
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§302-15.8

PART 302-15—ALLOWANCE FOR PROPERTY MANAGEMENT SERVICES

Authority: 5 U.S.C. 5738; 20 U.S.C. 905(a); E.O. 11609,
36 FR 13747, 3 CFR, 1971-1975 Comp., p. 586.

Subpart A—General Rulesfor the Employee

Noteto Subpart A: Use of pronouns“1”, “you”, and their
variants throughout this subpart refers to the employee.

§302-15.1 What are property management services?

“Property management services’ are programs provided
by private companies for a fee, which help an employee to
manage his’her residence at the old officia station asarental
property. These servicestypically include, but are not limited
to, obtaining a tenant, negotiating the lease, inspecting the
property regularly, managing repairs and maintenance,
enforcing lease terms, collecting the rent, paying the mort-
gage and other carrying expenses from rental proceeds and/or
funds of the employee, and accounting for the transactions
and providing periodic reports to the employee.

§302-15.2 What arethe purposes of the allowance for
property management services?

The purpose of the allowance for property management
servicesis reduce overall Government relocation costs when
used instead of sale of the employee’s residence at Govern-
ment expense. When authorized in connection with an
employee's transfer to aforeign area post of duty, relieve the
employee of the costs of maintaining a home in the United
States while stationed at aforeign area post of duty.

§302-15.3 Am | eligiblefor payment for property

management services under thispart?

Yes, you areeligiblefor payment for property management
services when:

(a) You transfer in the interest of the Government; and

(b) You and/or a member(s) of your immediate family
hold(s) title to a residence which you are €eligible to sell at
Government expense under Part 302-11 or Part 302-12 of this
chapter.

§302-15.4 Whoisnot eligible for payment for property
management services?

New appointees, employees assigned under the Govern-
ment Employees Training Act (5 U.S.C. 4109), and employ-
ees transferring wholly outside the United States are not
eligiblefor payment for property management services. How-
ever, relocations wholly outside the United States do not

affect previously authorized property management servicesas
long as the employee continues to meet the requirements of
§302-15.6 and any other conditions established by the agency.

§302-15.5 Ismy agency required to authorize payment
for property management services?

No, your agency is not required to authorize payment for
property management services. However, your agency deter-
mines:

(a) When you meet the conditions set forth in §302-15.3;

(b) When to authorize payment for these services; and

(c) What procedures you must follow when it authorizes
such payment.

§302-15.6 Under what circumstances may my agency
authorize payment under thispart?

(a) For a relocation to an official station in the United
States, your agency may authorize payment under this part
when:

(1) You are being returned from a foreign area post of
duty to adifferent official station thanthe onefromwhichyou
were transferred for your foreign tour of duty;

(2) Your agency has determined that property manage-
ment servicesis more advantageous and cost effective for the
Government than having to sell your residence;

(3) You have signed a service agreements; and

(4) You meet any additional conditions that your
agency has established.

(b) For relocations to official stations outside the United
States, your agency will authorize payment under this part
when you meet conditions set forth in paragraphs (a)(3) and
(8)(4) of this section.

§302-15.7 For what property may my agency authorize
payment under thispart?
Under this part, payment may be authorized only for your
residence at the last official station in the United States from
which you transferred.

§302-15.8 When my agency authorizes payment for me
under thispart, am | obligated to use such services, or
may | elect instead to sell my residence at Gover nment
expense?

You are not obligated to use your authorized property man-
agement services allowance. You have the option of choosing
to sell your residence at Government expense or to use the
property management services allowance.
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§302-15.9 Must | repay property management expenses
my agency paid under thispart if | elect to sell my
former residencein the United States at Gover nment
expense when | am transferred from my current
foreign post of duty to an official station in the United
Satesother than theonel left?

No, you are not required to repay any property manage-
ment expenses paid by your agency if you elect to sell your
former residence in the United States when transferred from
your post of duty to an official station in the United States.
The authority for your agency to pay for property manage-
ment services under this part when you are transferred to a
foreign post of duty arises from your transfer to the foreign
post of duty. It is separate from, and in addition to, the author-
ity to sell your residence at Government expense when you
aretransferred to an official station in the United States other
than the official station from which you were transferred to
the foreign post of duty.

§302-15.10 How long may my agency pay under this
part?

Your agency may pay:

(a) For transfers within the United States for a period not
to exceed 2 years from your effective date of transfer, with up
to a 2-year extension, under the same conditions required in
8302-11.21 of this chapter; or

(b) From the time you transfer to a foreign area post of
duty until you:

(1) Transfer back to an official station in the United
States; or

(2) Complete a service agreement at your post of duty
and remain there, but do not sign anew service agreement; or

(3) Separate from Government service.

8302-15.11 If my agency authorized, and | elected to
receive, payment for property management expenses,
may | later elect to sell my residence at Gover nment
expense?

Yes, you may change your selection from receiving prop-
erty management expenses to selling your residence at Gov-
ernment expense provided:

(a) Your agency alowsyou to change your election of pay-
ment from property management expenses to the sale of your
residence at Government expense; and

(b) Payment for sale of your residence at Government
expense is offset in accordance with your agency’s policy
established under §302-15.70(d).
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§302-15.12 If my agency ispaying for property
management services under thispart, and my service
agreement expires, what must | doto ensurethat
payment for property management servicescontinues?
You must sign a new service agreement (see 8302-2.13 of

this chapter) to continue to this benefit.

§302-15.13 What are the income tax consequences when
my agency pays for my property management
services?

When your agency pays for your property management
services, you will be taxed on the amount of expenses your
agency pays for property management services whether it
reimbursesyou directly or whether it paysarel ocation service
company to manage your residence. Your agency must pay
you a relocation income tax (RIT) allowance for the addi-
tional Federal, State and local income taxes you incur on
property management expenses it reimburses you or pays on
your behalf.

Note to §302-5.13: You may wish to consult with a tax
advisor to determine whether you will incur any additional tax
liability, unrelated to your agency’s payment of your property
management expenses, as a result of maintaining your resi-
dence as arental property.

Subpart B—Agency Responsibilities

Note to Subpart B: Use of pronouns “we”, “you”, and
their variants throughout this subpart refers to the agency.

§302-15.70 What gover ning policiesmust weestablish for
the allowance for property management services?

You must establish policies and procedures governing:

(2) When you will authorize payment for property man-
agement servicesfor an employeewho transfersintheinterest
of the Government;

(b) Who will determine, for relocations to official stations
in the United States, whether payment for property manage-
ment services is more advantageous and cost effective than
sale of an employee’'sresidence at Government expense;

(c) If and when you will alow an employee who was
offered and accepted payment for property management ser-
vices to change his’her mind and elect instead to sell his/her
residence at Government expense in accordance with
paragraph (d) of this section; and

(d) How you will offset expenses you have paid for prop-
erty management services against payable expenses for sale
of the employee’s residence when an eligible employee who
elected payment for property management services later
changes his’her mind and elects instead to sell his/her resi-
dence at Government expense.
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Chapter 302—Relocation Allowances

Part 302-16—Allowance for Miscellaneous Expenses 8302-16.3
PART 302-16—ALLOWANCE FOR MISCELLANEOUS EXPENSES

36 FR 13747, 3 CFR, 1971-1975 Comp., p. 586.

Subpart A—General

Noteto Subpart A: Use of pronouns“1”, “you”, and their
variantsthroughout this subpart refersto the employee, unless
otherwise noted.

§302-16.1 What are miscellaneous expenses?
(a) Miscellaneous expenses are costs associated with:
(1) Discontinuing your residence at your old officia
station, and/or
(2) Establishing aresidence at your new official station.
(b) Expenses alowable under paragraph (a)(1) or (a)(2) of

Privately-owned  [Registration, Driver's

automobiles license, and use taxes
imposed when bringing
into certain jurisdictions.

Transportations of [Only costs associated with

pets

dogs, cats and other house
pets are included. Other
animals (horses, fish, birds,
various rodents, etc.) are
excluded because of their
size, exotic nature, or
restrictions on shipping,
host country restrictions
and specia handling
difficulties. Costs are
limited to transportation

this section include, but are not limited to the following:

General Expenses

Fees/Deposits

L osses

and handling costs,
required to meet the more
stringent rules of air
carriers, not included are
inoculations, examinations,
boarding quarantine or
other costs in the moving

process.

Appliances For disconnecting/
connecting appliances,
equipment, utilities (except
for mobile homes see
§302-10.200), conversion
of appliances for operation
on available utilities.
Rugs, draperies,  [For cutting and fitting such
and curtains items, moved from one
residence quartersto
another.
Utilities (See Deposits or fees not offset
8302-10.200 for  |by eventual refunds.
mobile homes)
Medica, dental, Forfeiture losses
and food locker not transferable or
contracts refundable.
Private Forfeiture losses

Institutional care
contracts (such as
that provided for
handicapped or
invalid dependents

only)

not transferable or
refundable.

§302-16.2 What isthe pur pose of the miscellaneous
expenses allowance (MEA)?

The miscellaneous expenses alowance (MEA) is to help
defray some of the costsincurred dueto relocating. The MEA
isrelated to expenses that are common to living quarters, fur-
nishings, household appliances, and to other general types of
costs inherent in relocation of a place of residence. (See
Part 302-10 of this chapter for specific costs normally associ-
ated with relocation of a mobile home dwelling that are cov-
ered under transportation expenses.)

§302-16.3 Whoisand isnot eigiblefor aMEA?
See the following table for eligibility of MEA:

Employees Not Eligible for

Employees Eligiblefor MEA

MEA

(a) Your agency authorized/
approved arelocation or a
TCS, and

(b) You discontinued and
established aresidencein
connection with your
relocation or TCS; and

(c) You meet the applicable
digibility conditionsin
Part 302-1 of this chapter; and

(d) Yousigned therequirementin

Part 302-1 of this chapter.

(a) A new appointee,

(b) Authorized SES “last move
home” benefits,

(c) Assigned under the
Government Employees
Training Act (5 U.S.C. 4109),
or

(d) Returning from an overseas
assignment for separation
from Government service.
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§302-16.4 Must my agency authorizepayment of aMEA?
Yes, if you meet the applicable eligibility conditions in
8302-16.3, your agency must authorize payment of a MEA.

Subpart B—Employee's Allowance for
Miscellaneous Expenses

§302-16.100 How will | receivethe MEA?
You will be reimbursed your MEA in accordance with
your agency’sinternal travel policy.

§302-16.101 May | receivean advance of fundsfor MEA?
No, your agency must not authorize an advance of funds
for MEA.

§302-16.102 What amount may my agency reimburseme
for miscellaneous expenses?

The following amounts will be paid for miscellaneous
expenses without support or documentation of expenses:

(a) Either $500 or the equivalent of one week’s basic gross
pay, whichever isthelesser amount, if you have noimmediate
family relocating with you; or

(b) 1,000 or the equivalent of two weeks' basic gross pay,
whichever isthelesser amount, if you have immediate family
members relocating with you.

§302-16.103 May | claim an amount in excess of that
prescribed §302-16.102?
Yes, you may claim an amount in excess of that prescribed
in §302-16.102 if authorized by your agency; and
(a) Supported by acceptable statements of fact, paid bills
or other acceptable evidence justifying the amounts claimed;
and
(b) The aggregate amount does not exceed your basic
gross pay (at the time you reported for duty, at your new offi-
cia station) for:
(1) One week if you are relocating without an immedi-
ate family; or
(2) Two weeksif you are relocating with an immediate
family.

Note to §302-16.103: The amount authorized cannot
exceed the maximum rate of grade GS-13 provided in
5 U.S.C. 5332 at the time you reported for duty at your new
official station.

§302-16.104 Must | document my miscellaneousexpenses
to receive reimbur sement?
You must show documentation of your miscellaneous
expenses only when an amount exceeds that prescribed in
§302-16.101.
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§302-16.105 What standard of caremust | usein
incurring miscellaneous expenses?
You must exercise the same carein incurring expenses that
a prudent person would exercise if relocating at personal
expense.

Subpart C—Agency Responsibilities

Note to Subpart C: Use of pronouns “we”, “you”, and
their variants throughout this subpart refers to the agency.

§302-16.200 What gover ning policies must we establish

for MEA?

For MEAS, you must establish policies and procedures
governing:

(2) Who will determine whether payment for an amount in
excess of the flat MEA is appropriate; and

(b) How you will pay a MEA in accordance with
§8302-16.3 and 302-16.4.

§302-16.201 How should weadminister theauthorization
and payment of miscellaneous expenses?
You should limit payment of miscellaneous expenses to
only those expenses that are necessary.

§302-16.202 Arethereany restrictionsto thetypes of

costs we may cover ?

Yes, aMEA cannot be used to reimburse:

(a) Costs or expenses incurred which exceed maximums
provided by statute or in this subtitle;

(b) Costs or expenses incurred but which are disallowed
elsewhere in this subtitle;

(c) Costs reimbursed under other provisions of law or reg-
ulations;

(d) Costsor expensesincurred for reasons of personal taste
or preference and not required because of the move;

(e) Losses covered by insurance;

(f) Fines or other penaltiesimposed upon the employee or
members of hisher immediate family;

(g9) Judgements, court costs, and similar expenses growing
out of civil actions; or

(h) Any other expenses brought about by circumstances,
factors, or actionsin which the moveto anew duty station was
not the proximate cause.

§302-16.203 What are examples of types of costs not

covered by the MEA?

Examples of costs which are not reimbursable from this
allowance are:

(a) Losses in selling or buying real and personal property
and cost related to such transactions;
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§302-16.203

(b) Cost of additional insurance on household goods while
in transit to the new official station or cost of loss or damage
to such property;

(c) Additional costs of moving household goods caused by
exceeding the maximum weight limitation;

(d) Costs of newly acquired items, such as the purchase or
installation cost of new rugs or draperies;

(e) Higher income, real estate, sales, or other taxes as the
result of establishing residence in the new locality;

(f) Fines imposed for traffic infractions while en route to
the new official station locality;

(g) Accident insurance premiums or liability costs
incurred in connection with travel to the new official station
locality, or any other liability imposed upon the employee for
uninsured damages caused by accidentsfor which he/she or a
member of his’her immediate family is held responsible;

(h) Losses as the result of sale or disposal of items of per-
sonal property not considered convenient or practicable to
move;

(i) Damage or loss of clothing, luggage, or other personal
effects while traveling to the new official station locality;

(j) Subsistence, transportation, or mileage expenses in
excess of the amounts reimbursed as per diem or other allow-
ances under this regulation;

(k) Medical expenses due to illness or injuries while en
route to the new officia station or while living in temporary
quarters at Government expense under the provisions of this
chapter; or

(I) Costsincurred in connectionswith structural alterations
(remodeling or modernizing of living quarters, garages or
other buildings to accommodate privately-owned automo-
biles, appliances or equipment; or the cost of replacing or
repairing worn-out or defective appliances, or equipment
shipped to the new location).
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Part 302-17—Relocation Income Tax (RIT) Allowance

§302-17.3

PART 302-17—RELOCATION INCOME TAX (RIT) ALLOWANCE

Authority: 5 U.S.C. 5738; 20 U.S.C. 905(a); E.O. 11609,
36 FR 13747, 3 CFR, 1971-1975 Comp., p. 586.

§302-17.1 Authority.

Payment of a relocation income tax (RIT) alowance is
authorized to reimburse eligible transferred employees for
substantially all of the additional Federal, State, and local
income taxes incurred by the employee, or by the employee
and spouse if ajoint tax return is filed, as a result of certain
travel and transportation expense and relocation allowances
which arefurnishedinkind, or for which reimbursement or an
allowance is provided by the Government. Payment of the
RIT allowance also is authorized for income taxes paid to the
Commonwealth of Puerto Rico, the Commonwealth of the
Northern Mariana Islands, and the U.S. possessions in accor-
dance with a decision of the Comptroller General of the
United States (67 Comp. Gen. 135 (1987)). The RIT alow-
ance shall be calculated and paid as provided in this part.

8302-17.2 Coverage.

(a) Eligible employees. Payment of a RIT allowance is
authorized for employees transferred on or after November
14, 1983, in the interest of the Government from one officia
station to another for permanent duty. The effective date of an
employee's transfer is the date the employee reports for duty
at the new officia station as provided in Part 300-3 of this
title.

(b) Individuals not covered. The provisions of this part are
not applicable to the following individuals or employees:

(1) New appointees,

(2) Employees assigned under the Government
Employees Training Act (see 5 U.S.C. 4109); or

(3) Employeesreturning from overseas assignmentsfor
the purpose of separation.

§302-17.3 Typesof moving expensesor allowances
covered and general limitations.

The RIT alowance is limited by law as to the types of
moving expenses that can be covered. The law authorizes
reimbursement of additional income taxes resulting from cer-
tain moving expenses furnished in kind or for which reim-
bursement or an alowance is provided to the transferred
employee by the Government. However, such moving
expenses are covered by the RIT allowance only to the extent
that they are actually paid or incurred, and are not allowable
asamoving expense deduction for tax purposes. The types of
expenses or allowanceslisted in paragraphs (a) through (i) of
this section, are covered by the RIT alowance within thelim-
itations discussed.

(a) Enroutetravel. Travel (including per diem) and trans-
portation expenses of the transferred employee and immedi-

atefamily for enroutetravel fromtheold official stationtothe
new officia station. (See Part 302-4 of this chapter.)

(b) Household goods shipment. Transportation (including
temporary storage) expenses for movement of household
goods from the old official station to the new official station.
(See Part 302-7 of this chapter.)

(c) Extended storage expenses. Allowable expenses for
extended storage of household goods belonging to an
employeetransferred on or after November 14, 1983, through
October 11, 1984, to an isolated location in the continental
United States. (See Part 302-8, of this chapter extended stor-
age expenses are not covered by the RIT allowance for trans-
fers on or after October 12, 1984). (See §302-17.4(c) of this
chapter.)

(d) Mobile home movement. Expenses for the movement
of a mobile home for use as a residence when movement is
authorized instead of shipment and temporary storage of
household goods. (See Part 302-10 of this chapter.)

(e) Househunting trip. Travel (including per diem) and
transportation expenses of the employee and spouse for one
round trip to the new official station to seek permanent resi-
dence quarters. (See Part 302-5 of this chapter.)

(f) Temporary quarters. Subsistence expenses of the
employee and immediate family during occupancy of tempo-
rary quarters. (See Part 302-6 of this chapter.)

(g) Real estate expenses. Allowable expenses for the sale
of the residence (or expenses of settlement of an unexpired
lease) at the old official station and for purchase of ahome at
the new official station for which reimbursement is received
by the employee. (See Part 302-11 of this chapter.)

(h) Miscellaneous expense allowance. A miscellaneous
expense alowance for the purpose of defraying certain
expenses associated with discontinuing a residence at one
location and establishing a residence at the new location in
connection with an authorized or approved permanent change
of station. (See Part 302-16 of this chapter.)

(i) Relocation services. Payments, or portions thereof,
madeto arelocation service company for services provided to
atransferred employee (see Part 302-12 of this chapter), sub-
ject to the conditions stated in this paragraph and within the
general limitations of this section applicable to other covered
expenses.

(1) For employeestransferred on or after Novermber 14,
1983, through October 11, 1984. The amount of abroker’sfee
or real estate commission, or other real estate salestransaction
expenses which normally are reimbursable to the employee
under §302-11.200 of this chapter, but have been paid by a
rel ocation service company incident to an assigned sale from
the employee, provided that such payments constitute income
to the employee. For the purposes of this regulation, an
assigned sale occurs when an employee obtains a binding
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agreement for the sale of higher residence and assigns the
inherent rights and obligations of that agreement to areloca-
tion company that is providing services under contract with
the employing agency. For example, if the employeeincursan
obligation to pay a specified broker’s fee or real estate com-
mission under the terms of the sales agreement, this obliga-
tion aong with the sales agreement is assigned to the
rel ocation company and may, upon payment of the obligation
by the relocation company, constitute income to the
employee. (See §302-12.7 of thischapter entitled “Incometax
consequences of using relocation companies.”)

(2) For employees transferred on or after October 12,
1984. Expenses paid by arel ocation company providing relo-
cation servicesto the transferred empl oyee pursuant to acon-
tract with the employing agency to the extent such payments
constitute income to the employee. (See §8302-12.7 of this
chapter.)

Note: See reference shown in parentheses for reimburse-
ment provisions for each allowance listed in paragraphs (a)
through (i) of thissection. See section 217 of theInternal Rev-
enue Code (IRC) and Internal Revenue Service (IRS) Publi-
cation 521 entitled “Moving Expenses’ and appropriate State
and local tax authority publicationsfor additional information
on the taxability of moving expense reimbursements and the
alowable tax deductions for moving expenses.

§302-17.4 Exclusionsfrom coverage.

The provisionsof thispart are not applicable to the follow-
ing:

(a) Any tax liability that may result from payments by the
Government to relocation companies on behalf of employees
transferred on or after November 14, 1983, through October
11, 1984, other than the payments for those expenses speci-
fied in §302-17.3(i)(1).

(b) Any tax liability incurred for local income taxes other
than city incometax as aresult of moving expense reimburse-
ments for employees transferred on or after November 14,
1983, through October 11, 1984. (See definition in
§302-17.5(b).)

(c) Any tax liability resulting from reimbursed expenses
for any extended storage of household goods except as spe-
cifically provided for in §302-17.3(c).

(d) Any tax liability resulting from paid or reimbursed
expenses for shipment of a privately owned automobile.

(e) Any tax liability resulting from an excess of reim-
bursed amounts over the actual expense paid or incurred. For
instance, if an employee’s reimbursement for the movement
of household goods is based on the commuted rate schedule
and his/her actual moving expenses are less than the reim-
bursement, thetax liability resulting from the differenceis not
covered by the RIT allowance. (See 8302-17.8(c)(2)(i).)

302-17-2

(f) Any tax liability resulting from an employee’sdecision
not to deduct moving expenses for which a tax deduction is
alowable under the Internal Revenue Code or appropriate
State and local tax codes. (See §302-17.8(b)(1) and
§302-17.8(c)(2).)

(g) Any tax liability resulting from the payment of recruit-
ment, retention, or relocation bonuses authorized by the
Office of Personnel Management pursuant to 5 U.S.C. 5753
and 5754, or any other provisionswhich allow rel ocation pay-
ments that are not reimbursements for travel, transportation,
and other expenses incurred in relocation.

§302-17.5 Definitionsand discussion of terms.

For purposes of this part, the following definitions will
apply:

(a) Sateincometax. A tax, imposed by a State tax author-
ity, that is deductible for Federal income tax purposes as a
State income tax under section 164(a)(3) of the IRC. “ State”
means any one of the several States of the United States and
the District of Columbia.

(b) Local incometax. A tax, imposed by arecognized city
or county tax authority, that is deductible for Federal income
tax purposes as a local (city or county) income tax under
section 164(a)(3) of the IRC; except, that for employees
transferred on or after November 14, 1983, through October
11, 1984, local income tax shall be construed to mean only
city income tax. For purposes of this regulation:

(1) “City” means any unit of general local government
whichisclassified asamunicipality by the Bureau of the Cen-
sus, or which is atown or township that in the determination
of the Secretary of the Treasury possesses powers and per-
forms functions comparabl e to those associated with munici-
palities, is closely settled, and contains within its boundaries
no incorporated places as defined by the Bureau of the Census
(31 CFR 215.2(b)(1)).

(2) “County” means any unit of local general govern-
ment which isclassified asacounty by the Bureau of the Cen-
sus (31 CFR 215.2(g)).

(c) Covered moving expense reimbursements or covered
reimbursements. As used herein, these terms include those
moving expenses listed in §302-17.3 as being covered by the
RIT allowance and which may be furnished in kind, or for
which reimbursement or an allowance is provided by the
Government.

(d) Covered taxable reimbursements. Covered moving
expense reimbursements minus the tax deductions allowable
under the IRC and IRS regulations for moving expenses. (See
determination in §302-17.8(c).)

(e) Year 1 or reimbursement year. The calendar year in
which reimbursement or payment for moving expenses is
madeto, or for, the employee under the provisionsof thispart.
All or part of these reimbursements (see §302-17.6) are
reported to the IRS as income (wages, salary, or other com-
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pensation) to the employee for that tax year under the provi-
sions of the IRC and IRS regulations, and are subject to
Federal tax withholding. The withholding tax allowance
(WTA) (see paragraph (f)(1) of this section) is calculated in
Year 1, to cover the employee’s Federal tax withholding obli-
gations each time covered moving expense reimbursements
are made that result in a Federa tax withholding obligation.
For purposes of this part, an advance of funds for any of the
covered moving expensesisnot considered to be areimburse-
ment or apayment until the travel voucher settlement for such
expenses takes place. If an employee's reimbursement for
moving expenses is spread over more than one year, he/she
will have more than one Year 1.

(f) Year 2. The calendar year in which aclaim for the RIT
alowanceispaid.

(1) Generally, Year 2 will be the calendar year immedi-
ately following Year 1 and in which the employee files a tax
return reflecting his/her tax liability for income received in
Year 1. However, there may be instances where the
employee’s claims submission and/or payment of the RIT
allowance is delayed beyond the calendar year immediately
following Year 1. (Year 1 will aways be the caendar year
that reimbursements are received; see paragraph (e) of this
section.) Year 2 will be the calendar year in which the RIT
alowanceisactually paid.

(2) The RIT alowanceiscalculated in Year 2 and paid
to cover the additional tax liability (resulting from moving
expense reimbursements received in Year 1) not covered by
the WTA paid in Year 1. If an employee’s covered taxable
reimbursements are spread over more than one year, he/she
will have more than one Year 2.

(g) Federal withholding tax rate (FWTR). The tax rate
applied to incremental income to determine the amount to be
withheld for Federal incometax from salary or other compen-
sation such as moving expense reimbursements. Because
moving expense reimbursements constitute supplemental
wages for Federal income tax purposes, the 20 percent flat
rate of withholding is generally applicable to such reimburse-
ments. (See §302-17.7(c).) Agencies should refer to the Trea-
sury Financial Manual, TFM 3-5000, and applicable IRS
regulations for complete and up-to-date information on this
subject.

(h) Earned income. For purposes of the RIT allowance,
“earned income” shall include only the gross compensation
(salary, wages, or other compensation such as reimbursement
for moving expenses and the related WTA (see paragraph (n)

income may be from more than one source. (See
§302-17.8(d).)

(i) Marginal tax rate (MTR). The tax rate (for example, 33
percent) applicable to a specific increment of income. The
Federal, Puerto Rico, and State marginal tax rates to be used
in caculating the RIT adlowance are provided in
Appendices A through D of this part. (See §302-17.8(e)(3) of
thispart for instructions on local marginal tax rate determina-
tions.)

(1) Combined marginal tax rate (CMTR). A single rate
determined by combining the applicable marginal tax rates
for Federal (or Puerto Rico, when applicable), State, and local
income taxes, using formulas provided in §302-17.8(€)(5).

(K) Gross-up. Payment for the estimated additional income
tax liability incurred by an employee asaresult of reimburse-
ments or payments by the Government for the covered mov-
ing expenses listed in §302-17.3.

(1) Gross-up formulas. The formulas used to determine the
amount of the gross-up for the WTA and the RIT allowance.
The gross-up formulas used herein compensate the employee
for theinitial tax, thetax ontax, etc. Notethat the WTA gross-
up formulain §302-17.7(d) is different than the RIT gross-up
formula prescribed in §302-17.8(f).

(m) RIT allowance. The amount of payment computed and
paidin Year 2 to cover substantially al of the estimated addi-
tional tax liability incurred as aresult of the covered moving
expense reimbursements received in Year 1.

(n) Withholding tax allowance (WTA). The withholding
tax alowance (WTA), paid in Year 1, covers the employee’s
Federal income tax withholding liability on covered taxable
reimbursements received in Year 1. The amount is computed
by applying the withholding gross-up formula prescribed in
§302-17.7(d) (using the Federal withholding tax rate) each
time that a Federal withholding obligation isincurred on cov-
ered moving expense reimbursements received in Year 1.
Grossing-up the Federal withholding amount protects the
employee from using part of his’lher moving expense reim-
bursement to pay Federal withholding taxes. (See §302-17.7.)

(o) Sate gross-up. Payment for the estimated additional
State incometax liability incurred by an employee as aresult
of reimbursements or payments by the Government for the
covered moving expenses listed in §302-17.3 that are deduct-
ible for Federal income tax but not for State income tax pur-
poses.

(p) Sate gross-up formula. The formula prescribed in
§302-17.8(f)(3) to be used in determining the amount to be

of this section) and any RIT allowance (see paragraph (m) of
this section) paid for moving expense reimbursement in a
prior year) that is reported as income on IRS Form W-2 for
the employee (employee and spouse, if filing jointly), and if
applicable, the net earnings (or loss) for self-employment
income shown on Schedule SE of the IRS Form 1040. Earned

includedinthe RIT allowance to compensate an employeefor
the additional State income tax incurred in States that do not
alow the deduction of moving expenses.

§302-17.6 Proceduresin general.

(a) This regulation sets forth procedures for the computa-
tion and payment of the RIT allowance and defines agency
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and employee responsibilities. This part does not require
changesto those internal fiscal procedures established by the
individual agencies pursuant to IRS regulations, or the Trea-
sury Financial Manual, provided that the intent of the statute
authorizing the RIT alowance and this part are not disturbed.

(b) The total amount reimbursed or paid to the employee,
or on his’her behalf, for travel, transportation, and other relo-
cation expenses and alowances is includable in the
employee's gross income pursuant to the IRC and certain
State or local government tax codes. Some moving expenses
for which reimbursements are received may be deducted from
income by the employee as moving expense deductions, sub-
ject to certain limitations prescribed by the IRS or pertinent
State or local tax authorities. Reimbursements for nondeduct-
ible moving expenses are subject to income tax. (See IRS
Publication 521 entitled “Moving Expenses’ and the appro-
priate State and local tax codes for detailed information.)

(c) Usually, if the employee is reimbursed for nondeduct-
ible moving expenses, the amount of these reimbursementsis
subject to withholding of Federal income tax in accordance
with IRS regulations at the time of reimbursement. Under
existing fiscal procedures, the amount of the employee' swith-
holding obligation isusually deducted either from reimburse-
ments for the moving expenses at the time of reimbursement
or from the employee’'s salary. (See Treasury Financial Man-
ua.)

(d) Payment of a WTA established herein will offset
deductionsfor the Federal incometax withholding on moving
expense reimbursements, and on the WTA itself, from the
employee's moving expense reimbursements or from salary.

(e) The total amount of the RIT alowance can be com-
puted after the end of Year 1 as soon as the earned income
level, income tax filing status, total covered taxable reim-
bursements, and the applicable marginal tax rates can be
determined. Employee claims for the RIT allowance should
be submitted in accordance with this part and the employing
agency’s procedures.

(f) Procedures are prescribed in 8§8302-17.7 and 302-17.8
for computation and payment of the WTA and the RIT allow-
ance. These procedures are built on existing fiscal procedures
and IRS regulations regarding reporting of employee income
from reimbursements and withholding of taxes on supple-
mental wages.

§302-17.7 Proceduresfor determining the WTA in

Year 1.

(a) General rules. The WTA is designed to cover only the
employee's withholding tax obligation for Federal income
taxes on income resulting from covered moving expense
reimbursements. (Seedefinition in §302-17.5(c).) Other with-
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holding tax obligations, if any, such as for socia security
taxes or for State and/or local income taxes on income result-
ing from moving expense reimbursements shall not be
included in the calculation of the WTA payment. The amount
of the WTA is equa to the Federal income tax withholding
obligation incurred by the employee on covered moving
expense reimbursements (which are not offset by deductible
moving expenses) and on the WTA itself. Each time covered
moving expense reimbursements are paid to or on behalf of
the employee, the WTA shall be calculated, accounted for,
and reported as provided in paragraphs (b) through (g) of this
section.

(b) Determination of amount of reimbursement subject to
withholding. Under IRS regulations, income resulting from
reimbursements for nondeductible moving expenses is sub-
ject to withholding of Federal income taxes. (See IRS Publi-
cation 521, “Moving Expenses.”) There are some moving
expenses which may be reimbursed but are not covered tax-
able reimbursements (see definition in §302-17.5(d)) for pur-
poses of the WTA and RIT allowance calculations, such as
extended storage of household goods. (See exclusions in
§302-17.4.) Therefore, the actual amount of the covered tax-
able reimbursements may be different than the amount of
nondeductible moving expenses subject to Federal income
tax withholding. The difference in these amounts should not
be substantial; therefore, the amount of nondeductible mov-
ing expenses subject to Federal income tax withholding, as
determined by the agency pursuant to IRS regulations, may be
used in calculating the WTA. (Note that the RIT calculation
procedure in §302-17.8 requires determination of covered
taxable reimbursements.)

(c) Determination of Federal withholding tax rate
(FWTR). Moving expense reimbursements constitute supple-
mental wages for Federal income tax purposes. Therefore, an
agency must withhold at the withholding rate applicable to
supplemental wages. Currently, the supplemental wages
withholding rateis 28 percent. The supplementa wageswith-
holding rate should be used in calculating the WTA unless
under an agency’s withholding procedures a different with-
holding rate is used pursuant to IRS tax regulations. In such
cases, the applicable withholding rate shall be substituted for
the supplemental wages withholding rate in the calculation
shown in paragraph (d) of this section.

(d) Calculation of the WTA. The WTA iscalculated by sub-
stituting the amounts determined in paragraphs (b) and (c) of
this section into the following WTA gross-up formula:

Formula

.
Y = = (N)
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Where:

Y =WTA

X = FWTR (generally, 28 percent)

N = nondeductible moving expenses/covered taxable reim-
bursements

Example:
If:
X =28 percent
N = $20,000
Then:
.28
Y= 1.00 - .28($20’OOO)

Y =.3889 ($20,000)
Y =$7778.00

(e) WTA payment and employee agreement for repay-
ment. (1) The WTA may be calculated severa times within
Year 1 if reimbursements for moving expenses are made on
morethan onetravel voucher. Each time an employeeisreim-
bursed for moving expenses which are subject to Federal tax
withholding in accordance with the IRSregulations, the WTA
will be calculated and paid unless the employee fails to com-
ply with the requirements in paragraph (€)(2) of this section.

(2) The employee shall be required to agree in writing
to repay any excess amount paid to him/her in Year 1 (see
§302-17.8(f)(5) and 8302-17.9(b)(3)), and submit the
required certified tax information and claim for his’her RIT
allowance within a reasonable length of time (as determined
by the agency) after the close of Year 1. Failure of the
employee to comply with this requirement will preclude the
agency’s payment of the WTA. The entire WTA will be con-
sidered an excess payment if the RIT allowance claim is not
submitted in a timely manner to settle the RIT alowance
account.

(f) Determination of employee’s withholding tax on WTA.
Since the amount of the WTA is considered income to the
employee, it is subject to the same tax withholding require-
ments as al other moving expense reimbursements. (See
Treasury Financial Manual, Section 4080, Moving Expense
Reimbursements, for withholding requirements.)

(9) End of year reporting. At the end of the year, agencies
generaly are required to issue IRS Form(s) W-2 for each
employee showing total gross compensation (including mov-
ing expense reimbursements) and the applicable amount of
Federal taxes withheld. For tax reporting purposes, the WTA
isto betreated as amoving expense reimbursement. Thetotal
amount of the employee’'sWTA’s paid during the year aswell
as the amount of moving expense reimbursements should be
included as income on the employee’s Form W-2. The Fed-
eral tax withholding amount applicable to the moving
expense reimbursements and the WTA should aso be
included on the employee's Form W-2. The amount of the

WTA's aso will be furnished to the employee along with the
amount of moving expense reimbursements on IRS
Form 4782 or another itemized listing provided for the
employee’s usein preparing his/her tax return (see IRS regu-
lations for further guidance) and in claiming the RIT allow-
ance as provided in §302-17.8.

§302-17.8 Rulesand proceduresfor determiningtheRIT

allowancein Year 2.

(a) Summary/overview of procedures. The RIT allowance
will be calculated and claimed in Year 2. This can be accom-
plished as soon as the empl oyee can determine earned income
(as defined herein), income tax filing status, covered taxable
reimbursements for Year 1, and the applicable marginal tax
rates. The RIT alowance is then calculated using the gross-
up formulaunder procedures prescribed herein. Sincethe RIT
alowance is considered income, appropriate withholding
taxeson the RIT allowance are deducted and the balance con-
stitutes the net payment to the employee. Rules, procedures,
and the prescribed tax tables for these calculations are pro-
vided in paragraphs (b) through (g) of this section, and in
Appendices A, B, and C of this part.

(b) General rules and assumptions. (1) The procedures
prescribed herein for calculations and payment of the RIT
alowance are based on certain assumptionsjointly devel oped
by GSA and IRS, and tax tables developed by IRS. This
approach avoids a potentially controversial and administra-
tively burdensome procedure requiring the employee to fur-
nish extensive documentation, such as certified copies of
actual tax returns and reconstructed returns, in support of a
claim for aRIT alowance payment. Specificaly, the follow-
ing assumptions have been made:

(i) The employee will clam alowable moving
expense deductions for the same tax year in which the corre-
sponding moving expense reimbursements are included in
income;

(ii) Changes to the IRC, applicable to the 1987 and
subsequent tax years, require that allowable moving expense
deductions must be taken as an itemized deduction from gross
income rather than as an adjustment to grossincomeasin pre-
vioustax years. It is assumed that employees will receive the
benefit of allowable moving expense deductions to offset
income either by itemizing their moving expense deductions
or through the increased standard deductions.

(iii) Prior to the Tax Reform Act of 1986, it was
assumed that the employee’s (and spouse’s, if ajoint returnis
filed) earned income, filing status, and CM TR determined for
Year 1 (and used in determining the RIT allowancein Year 2)
would remain the same or would not be substantially different
in the second and subsequent tax years. However, the Tax
Reform Act of 1986 substantially changed the Federal tax
structure making it necessary to compute a separate CMTR
for Year 1 and for Year 2. (See paragraph (€) of this section.)
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The formula for calculating the RIT allowance to be paid in
1988 and subsequent years is shown in paragraph (f) of this
section. It is assumed that within the accuracy of the calcula
tion, the State and local tax rates for Year 1 and Year 2 will
remain the same or will not be substantially different. There-
fore, the State and local tax rates for Year 1 shall be used in
calculating the CMTR for Year 2.

(2) The prescribed procedures, which yield an estimate
of an employee’s additional tax liability due to moving
expense reimbursements, are to be used uniformly. They are
not to be adjusted to accommodate an employee's unique cir-
cumstance which may differ from the assumed circumstances
stated in paragraph (b)(1) of this section.

(3) An adjustment of the RIT allowance paid in Year 2
for the covered taxable reimbursements received in Year 1is
required if the tax information certified to on the RIT alow-
ance claim is different than that shown on the actual Federal
tax return filed with IRSfor Year 1 or changed for any reason
after filing of the tax return, so asto affect the CMTR’s used
inthe RIT alowance calculation. (See §302-17.10 for claims
procedures.)

(c) Determination of covered taxable reimbursements.

(1) Generally, the amount of the covered taxable reim-
bursements is the difference between (i) the amount of cov-
ered moving expense reimbursements for the allowances
listed in §302-17.3 that was included in the employee's
incomein Year 1, and (ii) the maximum amount of allowable
moving expenses that may be claimed as a moving expense
deduction by the employee on his/her Federal tax return under
IRS tax regulations to offset the income resulting from mov-
ing expense reimbursements for Year 1. The covered taxable
reimbursements will be determined as if the employee had
itemized and deducted all allowable moving expense deduc-
tions. (See assumption made in paragraph (b)(1)(ii) of this
section.) If the employee is precluded from claiming moving
expense deductions because he/she does not meet IRS
requirements for the distance test, then the amount of covered
taxable reimbursements is the same as the amount of covered
moving expense reimbursements. (See §302-17.5(d).)

(2) For purposes of calculating the RIT allowance, the
following specia rules apply to the determination of moving
expense deductionsto offset moving expense reimbursements
reported asincome:

(i) The total amount of reimbursement (which was
reported asincome) for the expenses of en routetravel for the
employee and family (see §302-17.3(a)) and transportation
(including up to 30 days temporary storage) of household
goods (see §302-17.3(b)) to the new official station shall be
used as a moving expense deduction. (See also §302-17.4(e)
and §302-17.4(f).)

(ii) The total amount of reimbursement for a house-
hunting trip, temporary quarters (up to 30 daysat new station)
and real estate transaction expenses (see §§302-17.3(¢), (f),
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(9), and (i)), up to the maximum allowable deduction under
IRStax regulations, shall be used asamoving expense deduc-
tion. For example, an employee and spouse filing a joint
return and residing in the same household at the end of the tax
year may deduct up to $3,000 for these expenses. (No more
than $1,500 of the $3,000 may be claimed for ahousehunting
trip and temporary quarters expenses combined.) If the
employee was reimbursed $1,350 for a househunting trip and
temporary quarters expenses and $9,000 for red estate
expenses, the moving expense deductions would be $1,350
for the househunting trip and temporary quarters expenses
and $1,650 for real estate expenses. If the employee’s reim-
bursement was $1,850 for the househunting trip and tempo-
rary quarters expenses and $9,000 for real estate expenses, the
moving expense deductions would be $1,500 for the house-
hunting trip and temporary quarters expenses and $1,500 for
real estate expenses. If the employee had no reimbursement
for a househunting trip and temporary quarters, the full
$3,000 would be applied to the $9,000 reimbursement for real
estate expenses. (See IRS Publication 521, “Moving
Expenses,” for these and other maximums which vary by sit-
uation and filing status.)

(3) Procedures and examples are provided herein as if
al moving expense reimbursements are received in one year
with al moving expense deductions applied in that same year
to arrive at the covered taxable reimbursements. However,
when reimbursements span more than one year, the amount of
covered taxable reimbursements must be determined sepa-
rately for each reimbursement year (Year 1). The maximum
moving expense deductions apply to the entire move. Under
IRS tax regulations, the employee has some discretion as to
when he/she claims these deductions (e.g., in the year of the
move when the expense was paid or in the year of reimburse-
ment, if these actions do not occur in the same year). How-
ever, for purposes of the RIT alowance procedures, the
moving expense deductionswill be applied in theyear that the
corresponding reimbursement is made. For example, if an
employee incurred and was reimbursed $1,000 for a house-
hunting trip and temporary quartersin 1989 and an additional
$1,000 for temporary quartersin 1990, thisemployee, accord-
ing to hisher particular situation and tax filing status, may
deduct $1,500 of these expenses in moving expense deduc-
tions. In calculating the RIT allowancefor 1989, $1,000 of the
$1,500 deduction is used to offset the $1,000 reimbursement
in 1989 resulting in zero covered taxable reimbursements for
the househunting trip and temporary quarters for 1989. The
remaining $500 (balance of the $1,500 not used in determin-
ing covered taxable reimbursements for 1989) will be used to
offset the $1,000 temporary quarters reimbursement in 1990
(second Year 1), leaving $500 of thetemporary quartersreim-
bursement as a covered taxabl e reimbursement for 1990.

(4) Although the WTA amount is included in income
(see 8302-17.7), it shall not be included in the amount of cov-
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ered taxable reimbursements. Under the procedures and for-
mulas established herein, the proper amount of the RIT
allowance is calculated using the RIT gross-up formula with
the WTA and any prior RIT alowance payments excluded
from covered taxable reimbursements.

(5) Agencies are cautioned that there may be moving
expenses reimbursed to the employee that are not covered by
theRIT allowance. (Seeexclusionsin §302-17.4; also seedis-
cussion in §8302-17.7 regarding covered taxable reimburse-
ments versus nondeductible expenses.)

(d) Determination of income level and filing status. In
order to determine the CMTR’s needed to calculate the RIT
alowance, the employee must determine the appropriate
amount of earned income (as prescribed herein) that was or
will be reported on his/her Federal tax return for the tax year
in which the covered taxable reimbursements were received
(Year 1). Such amount will also include the spouse’s earned
incomeif ajoint filing statusis claimed. For purposes of this
regulation, appropriate earned income shall include only the
amount of gross compensation reported on IRS Form(s) W-2,
and, if applicable, the net earnings (or loss) from self-employ-
ment income as shown on Schedule SE of IRS Form 1040.
(See §302-17.5(h).) (Note that moving expense reimburse-
ments including the WTA amounts and any RIT allowance
paidfor aprior Year 1 areto beincluded in earned income and
should be shown asincome on the Form W-2; if they are not,
other appropriate documentation shall be furnished by the
agency.) (See 8302-17.7(g).) Theamount of earned income as
determined under this paragraph and the tax filing status (for
example, from lines 1 through 5 on the 1987 IRS Form 1040)
shall be contained in a certified statement on, or attached to,
the voucher claiming the RIT allowance. (See §302-17.10.) If
ajoint filing statusis claimed and the spouse’s earned income
isincluded, the spouse must sign the certified statement. If the
spouse does not sign the statement, earned income will
include only the employee’'s earned income and the RIT
allowancewill be calculated on that basis. This condition will
not apply if an employeeisallowed, under IRSrules, tofilea
joint return as a surviving spouse.

(e) Determination of the CMTR's. The gross-up formula
used to calculate the RIT allowance in paragraph (f) of this
section, requires the use of two CMTR’s—one for Year 1 in
which reimbursements were received and the other for Year 2
in which the RIT alowance is paid. CMTR’s are single tax
rates calculated to represent the Federal, State, and/or local
income tax rates applicable to the earned income determined
for Year 1. (See paragraph (d) of this section.) The CMTR’s
will be determined as follows:

(1) Federal marginal tax rates. The Federal marginal
tax rates for Year 1 and Year 2 are determined by using the
incomelevel and filing status determined under paragraph (d)
of this section and contained in the certified statement by the
employee (or employee and spouse) on the RIT alowance

claim, and applying the prescribed Federal tax tables con-
tained in Appendices A and C of this part. For example, if the
income level for the 1989 tax year (Year 1) was $84,100 for a
married employee filing a Federa joint return, the Federal
marginal tax rate would be 33 percent for Year 1 (1989) (see
Appendix A of thispart) and 28 percent for Year 2 (1990) (see
Appendix C of this part). These rates would be used regard-
less of how much of the $84,100 was attributable to reim-
bursement for the employee’s rel ocation expenses. (Note that
these marginal rates are different from the withholding tax
rate used for the WTA.) If the employee incurs only Federal
incometax (i.e., there are no State or local taxes), the Federal
marginal tax rates determined from Appendices A and C of
this part are the CMTR’s to be used in the RIT gross-up for-
mula provided in paragraph (f) of this section. In such cases,
the provisions of paragraphs (€)(2) and (€)(3) of this section,
do not apply.

(2) Sate marginal tax rate. (i) If the employee incurs
an additional Stateincometax (seedefinitionin §302-17.5(a))
liability as a result of moving expense reimbursements, the
appropriate State tax table in Appendix B of this part isto be
used to determine the applicable State marginal tax rate that
will be substituted into the formula for determining the
CMTR for both Year 1 and Year 2. The appropriate State tax
table will be the one that correspondsto the tax year in which
the reimbursements are paid to the employee (Year 1). The
income level determined in paragraph (d) of this section for
Federal taxes shall be used to identify the appropriate income
bracket in the State tax table. The applicable State marginal
tax rate is obtained from the selected income bracket column
for the State where the employee is required to pay State
incometax on moving expense reimbursements. Thetax rates
shown in the table apply to al employees regardless of their
filing status, except where aseparate rateisshownfor asingle
filing status.

(ii) The lowest income bracket shown in the State
tax tables in Appendix B of this part is $20,000-$24,999. In
cases where the employee's (employee's and spouse’s, if fil-
ing jointly) earned income as determined under paragraph (d)
of this section islessthan thisincome bracket, an appropriate
State marginal tax rate shall be established by the employing
agency from the applicable State tax code or regulations
issued pursuant thereto. Such State marginal tax rate shall be
representative of the earned incomelevel in question butin no
case more than the marginal tax rate established in
Appendix B of this part for the $20,000-$24,999 income
bracket for the particular Statein which an additional tax obli-
gation has been incurred.

(iii) The prescribed State margina tax rates gener-
aly are expressed as a percent of taxable income. However,
if the applicable State marginal tax rate is stated as a percent-
age of the Federal incometax liahility, the State tax rate must
be converted to a percent of taxable income to be used in the
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CMTR formulas in paragraph (€)(5) of this section. Thisis
accomplished by multiplying the applicable Federal tax rate
for Year 1 by the applicable State tax rate. For example, if the
Federal tax rate is 33 percent for Year 1 and the State tax rate
is 25 percent of the Federal incometax liability, the State tax
rate stated as a percent of taxable income would be 8.25 per-
cent. The State tax rate thus determined for Year 1 will be
used in determining the CMTR for both Year 1 and Year 2.

(iv) An employee may incur a State income tax lia-
bility on moving expense reimbursements in more than one
State at the same or different marginal tax rates (i.e., double
taxation). For example, an employee may incur taxes on mov-
ing expense reimbursements in one State because of resi-
dency in that State, and in another State because that
particular State taxes income earned within its jurisdiction
irrespective of whether the employee is a resident. In such
cases, asingle State marginal tax rate must be determined for
useinthe CMTR formulasin paragraph (€)(5) of this section.
The general rules in paragraphs (e)(2)(iv)(A) through (C) of
this section apply in determining the applicable single State
marginal tax rate in such cases.

(A) If two or more States impose an income tax
on an employee’s moving expense reimbursement, but no two
States tax the same portion of the reimbursement, then the
reimbursement is not subject to double taxation. In this situa-
tion, the average of the applicable State marginal tax rates, as
determined under paragraphs (€)(2)(i) through (iii) of this
section, shall be treated as being imposed on the entire reim-
bursement, and shall be used in the CMTR formula.

(B) If two or more States impose an income tax
on the moving expense reimbursement, and more than one
State taxes the same portion of the reimbursement, but those
States allow an adjustment or credit for income taxes paid to
the other State(s), then the reimbursement is not subject to
double taxation. In this situation, the highest of the applicable
State marginal tax rates, as determined under
paragraphs (€)(2)(i) through (iii) of this section, shall be used
inthe CMTR formula.

(C) If two or more States impose an income tax
on the moving expense reimbursement, and more than one
State taxes the same portion of the reimbursement without
alowing an adjustment or credit for income taxes paid to the
other, then the reimbursement is subject to doubl e taxation. In
this situation, the sum of the applicable State marginal tax
rates, as determined under paragraphs (€)(2)(i) through (iii) of
this section, shall be used in the CMTR formula.

(3) Local marginal tax rate. Because of theimpractical-
ity of establishing a single marginal tax rate table for local
income taxesthat could be applied uniformly on anationwide
basis, appropriatelocal marginal tax rates shall be determined
as provided in paragraphs (€)(3)(i) through (iii) of this sec-
tion.
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(i) If the employeeincurs an additional local income
tax (see definition §302-17.5(b)) liahility as aresult of mov-
ing expense reimbursements, he/she shall certify to such fact
when claiming the RIT allowance (see certification statement
in §302-17.10) by specifying the name of the locality impos-
ing the income tax and the applicable marginal tax rate deter-
mined from the actual marginal tax rate table or schedule
prescribed by the taxing locality. The marginal tax rate shall
be the one applicable to the taxable income portion of the
amount of earned income determined under paragraph (d) of
this section for the employee (and spouse, if filing jointly).
The same tax rate shall be used in calculating the CMTR for
both Year 1 and Year 2. The employing agency shall establish
proceduresto determine whether the employee-certified local
marginal tax rate is appropriate for the employee’s income
level and filing status and approve its use in the CMTR for-
mulas. (See aso §302-17.10(b)(2).)

(ii) If the local marginal tax rate is stated as a per-
centage of Federal or Stateincometax liability, such rate must
be converted to a percent of taxable income for use in the
CMTR formulas. This is accomplished by multiplying the
applicable Federal or State tax rate for Year 1 as determined
in paragraph (€)(1) or (e)(2) of this section by the applicable
locdl tax rate. For example, if the State tax rate for Year 1is6
percent and the local tax rateis 50 percent of State income tax
liability, the local tax rate stated as a percentage of taxable
incomewould be 3 percent. Thelocal tax rate thus determined
for Year 1 will be used in determining the CMTR for both
Year 1 and Year 2.

(iii) The situations described in paragraph (e)(2)(iv)
of this section with respect to State income taxes may also be
encountered with local income taxes. If such situations do
occur, the rules prescribed for determining the single State
marginal tax rate shall also be applied to determinethe single
loca marginal tax rate for usein the CMTR formulas.

(4) Marginal tax ratesfor the Commonwealth of Puerto

Rico, the Commonwealth of the Northern Mariana Islands,
and the U.S. possessions. (i) The Commonwealth of Puerto
Rico. A Federal employee who isrelocated to or from apoint,
or between points, in the Commonwealth of Puerto Rico may
be subject to income tax on the employee’s salary (including
moving expense reimbursements) by both the U.S. Govern-
ment and the government of Puerto Rico. However, under the
current law of Puerto Rico, such employee receives a credit
on his’her Puerto Rico incometax for theamount of taxespaid
to the United States. The rules in paragraphs (€)(4)(i)(A)
through (C) apply in determining the marginal tax rate appli-
cablefor transfersto, from, or between pointsin Puerto Rico.
(A) The applicable Puerto Rico marginal tax rate

shall be determined by using the income level determined in
paragraph (d) of this section for Federa taxes and the
employee’sfiling status. The Puerto Rico marginal tax ratefor
Year 1 will be used in computing the CMTR for both Year 1
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and Year 2. The Puerto Rico tax tables are contained in
Appendix D of this part.

(B) If the applicable Puerto Rico marginal tax
rate is higher than the applicable Federal marginal tax rate,
then the total amount of taxes paid by the employee to both
jurisdictions is equal to the employe€’s total income tax lia-
bility to the Commonwealth of Puerto Rico before any credit
isgiven for taxes paid to the United States. The Federal mar-
ginal tax rate, therefore, is of no consequence and will bedis-
regarded. In such cases, the formulain paragraph (e)(5)(iii) of

the Commonwealth of the Northern Mariana Islands, or the
U.S. possession, as appropriate) to prevent double taxation.
The marginal tax rate for the Commonwealth of the Northern
Mariana Islands or the U.S. possession, therefore, is of no
consequence since it is identical to the Federal margina
income tax rate and is completely offset by a corresponding
credit or exclusion. Thus, the Commonwealth’s or the posses-
sion’s tax rate will not be factored into the CMTR formula.
The CMTR will be computed as provided in
paragraphs (€)(5)(i) and (ii) based solely on the Federal mar-

this section will be used to compute the CMTR. The CMTR
formula shall include only the Puerto Rico marginal tax rate,
the State margina tax rate as determined under
paragraph (e)(2) of this section (when applicable), and the
local marginal tax rate as determined under paragraph (€)(3)
of this section. For purposes of applying the Puerto Rico
CMTR formula in paragraph (e)(5)(iii) of this section, the
State marginal tax rate will be applicable if both Puerto Rico
and one or more of the States impose an income tax on the
moving expense reimbursement, and more than one of these
entities taxes the same portion of the reimbursement without
alowing an adjustment or credit for income taxes paid to the
other. Inthissituation, the S component of the CMTR formula
will be the applicable State marginal tax rate as determined
under paragraph (e)(2) of this section.

(C) If the applicable Puerto Rico marginal tax
rateis equal to or lower than the applicable Federal marginal
tax rate, then the total amount of taxes paid by the employee
to both jurisdictions is equal to the employee's total Federal
incometax liability. The Puerto Rico marginal tax rate, there-
fore, is of no consequence in such cases and will be disre-
garded. The CMTR will be computed using the formula in
paragraphs (e)(5)(i) and (ii) of this section. Thisformulawill
include the Federal margina tax rate as determined under
paragraph (e)(1) of this section, the State marginal tax rate as
determined under paragraph (e)(2) of this section (when
applicable), and the local margina tax rate as determined
under paragraph (€)(3) of this section. The State marginal tax
ratewill be applicableif one or more Statesimpose tax on the
moving expense reimbursement.

(ii) The Commonwealth of the Northern Mariana
Islands and the U.S. possessions. A Federal employeewhois
relocated to or from a point, or between points, in the Com-
monwealth of the Northern Mariana Islands or the U.S. pos-
sessions (Guam, American Samoa, and the U.S. Virgin
Islands) is subject to both Federal income tax and income tax
assessed by the Commonwealth of the Northern Mariana
Idlands or the U.S. possession, as applicable. However, the
income tax system and rates for the Commonwealth of the
Northern Mariana Islands and for the U.S. possessions are
identical tothe U.S. Federal incometax system and rates. This
constitutes a“mirror tax” system. A tax credit or exclusionis
provided by one of the taxing jurisdictions (either the U.S,,

ginal tax rate; when applicable, the State(s) marginal tax rate;
and the local marginal tax rate.

(5) Calculation of the CMTR's. As stated above, the
gross-up formulafor calculating the RIT allowance requires
the use of two CMTR’s. However, therequired CMTR’s can-
not be calculated by merely adding the Federal, State, and
local marginal tax rates together because of the deductibility
of State and local income taxes from income for Federal
income tax purposes. The State tax tables prescribed in
Appendix B of this part are designed to use the same income
amount as that determined for the Federal taxes, which
reflects, among other things, State and local tax deductions.
The formulas prescribed below for calculating the CMTR’s
are designed to adjust the State and local tax ratesto compen-
sate for their deductibility from income for Federal tax pur-
pOses.

(i) Calculation of the CMTR for Year 1. The follow-
ing formula shall be used to calculate the CMTR for Year 1.

CMTR Formula: X = F + (1-F)S + (1-F)L

Where:
X =CMTR for Year 1
F = Federal tax ratefor Year 1
S= State tax rate for Year 1
L =local tax rate for Year 1

(A) Federal, Sate, and local taxes incurred. If
the employeeincurs Federal, State, and local income taxes on
moving expense reimbursements, the CM TR formulamay be
solved asfollows:

Example:

If:

F = 33 percent of income
S = 6 percent of income
L = 3 percent of income

Then:
X =.33 + (1.00-.33).06 + (1.00-.33).03
X =.3903

(B) Federal and Sate income taxes only. If the
employee incurs tax liability on moving expense reimburse-
ments for Federal and State income taxes but none for local
income tax, the value of “L” is zero and the CMTR formula
may be solved as follows:
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Example:

If:

F = 33 percent of income
S =6 percent of income
L =Zero

Then:
X =.33+(1.00-.33).06
X =.3702

(C) Federal and local income taxes only. If the
employeeincursatax liability on moving expense reimburse-
ments for Federal and local income taxes but none for State
income tax, the value of “S’ is zero and the CMTR formula
may be solved as follows:

Example:

If:

F = 33 percent of income
S=Zero

L = 3 percent of income

Then:
X =.33+(1.00-.33).03
X =.3501

(ii) Calculation of the CMTR for Year 2. The calcu-
lation of the CMTR for Year 2 is the same as described for
Year 1, except that the Federal tax rate for Year 2 is used in
place of the Federa tax rate for Year 1. State and local tax
rates remain the same as for Year 1. The following formula
shall be used to determine the CMTR for Year 2:

CMTR Formula: W = F + (1-F)S + (1-F)L

Where:
W =CMTR for Year 2
F = Federal tax rate for Year 2
S= State tax rate for Year 1
L =local tax rate for Year 1

(iii) Calculation of CMTR'sfor Puerto Rico. Thefol-
lowing formulashall be used to calculatethe CMTR for trans-
fersto, from, or between pointsin Puerto Rico. (Thisformula
isdifferent from the formulas provided in paragraphs (e)(5)(i)
and (ii) of this section since the Federal marginal tax rate is
disregarded.)

CMTRFormulaa X =P+ S+L

Where:
X =CMTR for Year 1 and Year 2
P = Puerto Rico tax rate for Year 1
S=State tax rate for Year1l, when applicable (See
paragraph (e)(4)(i)(B) of this section.)
L = Local tax rate for Year 1
(f) Determination of the RIT allowance. The RIT alow-
ance to cover the tax liability on additional income resulting
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from the covered taxable reimbursements received in Year 1
iscalculated in Year 2 as provided below:

(1) TheRIT allowanceis calculated by substituting the
amount of covered taxable reimbursements for Year 1, the
CMTR's for Year 1 and Year 2, and the total amount of the
WTA'spaid in Year 1 into the gross-up formula as follows:

Formula

X 1-X
= 1_W(R)— 1 _W(Y)
Where:

Z = RIT dlowance payablein Year 2

X =CMTR for Year 1

W =CMTR for Year 2

R = covered taxable rembursements

Y =total WTA'spaidin Year 1

Example:

If:

X =.3903
W =.3448
R = $21,800
Y =$5,450

Then:

.3903

_ 1.00 - .3903
= 1.00 - 3448

($21,800) - 1.00 — .3448

($5.450)
Z = .5957($21,800)-.9306($5,450)
Z = $12,986.26-$5,071.77
Z=%$7,914.49

(2) There may be instances when a WTA was not paid
in Year 1 at the time moving expense reimbursements were
made. In cases where there is no WTA to be deducted, the
valueof “Y” iszero and the formulastated in paragraph (f)(1)
of this section, for calculating the amount of the RIT allow-
ance (Z) due the employeein Year 2 may be solved as shown
in the following example:

Example:
If:

X =.3903
W =.3448
R =$21,800
Y =Zero

Then:

.3903

2 = 100 _ 3448

($21,800)
Z = 5957 ($21,800)
Z =$12,986.26
(3) Certain States do not allow the deduction of all or
part of the covered moving expenses that are deductible for
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Federal income tax purposes. The State gross-up to cover the
additional State income tax liability resulting from the cov-
ered moving expense reimbursements received in Year 1 that
are deductible for Federal income tax purposes but not for
State income tax purposesis calculated in Year 2 asfollows:

(i) The State gross-up is calculated by substituting
the amount of covered moving expense reimbursements that
are deductible for Federal income tax purposes but not for
State income tax purposes, the Federal tax ratefor Year 1, the
State tax rate for Year 1, and the combined marginal tax rate
for Year 2 into the State gross-up formula as follows:

Formula:

_S(1-F)
A= 1-W (N)

Where:

A = State gross-up

F = Federal tax rate for Year 1

S= State tax rate for Year 1

W =CMTR for Year 2

N =covered moving expense reimbursements that are
deductible for Federal income tax purposes but not for State
income tax purposes

Example:
If:

F=.33
S=.06

W =.3448
N = $9,250

Then:

_.06(1.00 - .33)
A= 1.00 — .3448 (89,250

A =.0614 ($9,250)
A = $567.95

(ii) Add the State gross-up to the RIT allowance as
calculated using the formula in paragraph (f)(1) of this sec-
tion. Theresult isthe RIT allowance adjusted for those States
that do not allow moving expense deductions.

Example:

RIT allowance payablein Year $7,914.49
Plus adjustment factor +567.95
Total ,482.44

(4) If the amount of the RIT allowance is greater than
zero, it is payable to the employee on the travel voucher asa
relocation or moving expense allowance. The RIT allowance
amount isincluded in the employee'sgrossincome for Year 2
and, therefore, subject to appropriate withholding taxes. (See
net payment to employee in paragraph (g) of this section.)

The RIT alowance amount will be reported on IRS
Form W-2 for Year 2 (including applicable income tax with-
holding amounts) and on IRS Form 4782 for the employee’'s
information.

(5) If the calculation of the RIT alowance resultsin a
negative amount, the employee is obligated to repay this
amount as a debt due the Government. (See §302-17.7(€)(2)
and §302-17.9(b).)

(6) Any changes to the employee'sincome level or fil-
ing status for Year 1 that would affect the marginal tax rates
(Federal, State, or local) used in calculating the RIT allow-
ance must be reported to the agency by the employee as pro-
vided in §302-17.9(b)(2). (See also §302-17.10 for certified
statement regarding these changes.)

(g) Determination of the net payment due employee in
Year 2. Since the amount of the RIT allowance is income to
theemployeein Year 2, it is subject to the same tax withhol d-
ing requirements as all other moving expense reimburse-
ments. Agencies should determine the appropriate amounts
for withholding taxes under their internal tax withholding
procedures. The amount of withholding taxes is deducted
from the RIT alowance to arrive at the net payment to the
employee.

8302-17.9 Responsibilities.

(a) Agency. Finance offices will calculate the amount of
the gross-up for the WTA in Year 1in accordance with proce-
dures outlined herein and credit this amount to the employee
at thetime of reimbursement asprovided in 8302-17.7(€). The
WTA will be reflected on the employee’s Form W-2 for
Year 1. The RIT alowance may be calculated in Year 2 either
by the employee or by the agency finance office based on
information provided by the employee on the voucher, as
directed by the agency’s implementing policies and proce-
dures. In addition, agencies shall prescribe appropriate and
necessary implementing procedures as provided elsewherein
this part.

(b) Employee. (1) The employee is required to submit a
claimfor the RIT alowance and to file the tax information for
Year 1 specified in §302-17.10 with his’her agency in Year 2,
regardless of whether any additional reimbursement for the
RIT allowance is owed the employee. (See §302-17.7(e) for
employee agreement.)

(2) If any action occurs (i.e., amended tax return, tax
audit, etc.) that would change the information provided in
Year 2 by the employee to his’her agency for usein calculat-
ing the RIT allowance due the employeefor Year 1 taxes, this
information must be provided by the employee to his/her
agency under procedures prescribed by the agency. (See
§302-17.10.)

(3) If the calculation of the RIT alowance resultsin a
negative amount, the employee is obligated to repay this
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amount as a debt due the Government. (See §302-17.7(€)(2)
and §302-17.8(f)(5).)

§302-17.10 Claimsfor payment and supporting
documentation and verification.

(a) Claims forms. Claims for payment of the RIT alow-
ance shall be submitted by theemployeein Year 2 on SF 1012
(Travel Voucher) or other authorized travel voucher form.
When claiming payment for the RIT allowance, the employee
shall furnish and certify to certain tax information that has
been or will be shown on his/her actually prepared tax returns.
The spouse must also sign statement if joint filing status is
claimed and spouse’s income is included on statement. This
information shall be contained in a certified statement on, or
attached to, the SF 1012 reading essentially as follows:

CERTIFIED STATEMENT

| certify that the following information, whichisto beusedin
calculating the RIT allowancetowhich | am entitled, hasbeen
(or will be) shown on the income tax returns filed (or to be
filed) by me (or by my spouse and me) with the applicable
Federal, State, and local (specify which) tax authoritiesfor the
19  tax year.

—Gross compensation as shown on attached IRS Form(s)
W-2 and, if applicable, net earnings (or loss) from self-

employment income shown on attached Schedule SE
(Form 1040):

Form(s) W-2|Schedule SE
Employee $ $
Spouse (if filing jointly®) $ $
Total (bothcolumns) [ $

—Filing status:
(Specify one of the filing status items that was (or will be)
claimed on IRS Form 1040.)
—Marginal tax rates from AppendicesA B, and C of
41 CFR Part 302-17 and local tax tables derived under proce-
dures prescribed in 41 CFR Part 302-17:
Federal for Year 1
Federal for Year 2
State (specify which):
Local (specify which):
The above information is true and accurate to the best of
my knowledge. | (we) agree to notify the appropriate agency
official of any changes to the above (i.e., from amended tax
returns, tax audit, etc.) so that appropriate adjustments to the
RIT alowance can be made. The required supporting docu-
ments are attached. Additional documentation will be fur-
nished if requested.
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| (we) further agree that if the 12-month service agreement
required by 41 CFR 302-2.13 is violated, the total amount of
the RIT allowance will become a debt due the United States
Government and will be repaid according to agency proce-
dures.

Employee’s signature

Date

Spouse's signature (if filing jointly™)

Date

If ajoint filing statusis claimed and spouse’sincome isincluded,
the spouse must sign the statement. If the spouse does not sign the
document, earned incomewill include only the employee’searned
income as provided in 41 CFR 302-17.8(d). This condition will
not apply if an employeeisalowed, under IRSrules, tofileajoint
return as a surviving spouse.

1

(b) Supporting documentation/verification. The claim for
the RIT alowance shall be supported by documentation
attached to the voucher and by verification of State and local
tax obligations as provided below:

(1) Copies of the appropriate IRS Forms W-2 and, if
applicable, the completed IRS Schedule SE (Form 1040)
shall be attached to the voucher to substantiate the income
amounts shown in the certified statement. Employee (and
spouse, if filing jointly) must agree to provide additional doc-
umentation to verify income amounts, filing status, and State
and local income tax obligations if requested by the agency.

(2) In order to determine or verify whether a particular
State or local tax authority imposes atax on moving expense
reimbursements, it isincumbent upon the appropriate agency
officials to become familiar with the State and local tax laws
that affect their transferring employees. In cases where the
taxability of moving expense reimbursementsis not clear, an
agency may pay a RIT allowance which reflects only those
State and local tax obligationsthat are clearly imposed under
State and local tax law. Once the questionable State or local
tax obligations are resolved, agencies may recomputethe RIT
allowance and make appropriate payment adjustments.

(c) Fraudulent claims. A claim against the United Statesis
forfeited if the claimant defrauds or attempts to defraud the
Government in connection therewith (28 U.S.C. 2514). In
addition, there are two criminal provisions under which
severe penalties may be imposed on an empl oyee who know-
ingly presents a false, fictitious, or fraudulent claim against
the United States (18 U.S.C. 287 and 1001). The employee's
claim for payment of the RIT alowance shall accurately
reflect the facts involved in every instance so that any viola-
tion of these provisions will be avoided.
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§302-17.11 Violation of service agreement.

In the event the employee violates the terms of the service
agreement required under §302-2.13, no part of the RIT
allowance or the WTA will be paid, and any amounts paid
prior to such violation shall be a debt due the United States
until they are repaid by the employee.

8302-17.12 Advance of funds.
No advance of funds is authorized in connection with the
alowance provided in this part.

8302-17.13 Source of references.
The following references or publications have been used
as source material for this part.

(@) Interna  Revenue Code (IRC), section 164(a)(3)
(26 U.S.C. 164(a)(3)) pertaining to the deductibility of State
and local incometaxes, and section 217 (26 U.S.C. 217), per-
taining to moving expenses.

(b) Internal Revenue Service Publication 521, “Moving
Expenses.”

(c) Internal Revenue Service, Circular E, “Employer’s Tax
Guide”

(d) Department of the Treasury Financial Manual, TFM 3-
5000.

(e) 31 CFR 215.2 (5 U.S.C. 5516, 5517, and 5520).
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Appendix A to Part 302-17—Federal Tax Tablesfor RIT Allowance

Federal Marginal Tax Ratesby Earned Income L evel and Filing Satus—Tax Year 2002

The following table isto be used to determine the Federal marginal tax rate for Year 1 for computation of the RIT allowance
as prescribed in §302-17.8(e)(1). Thistable isto be used for employees whose Year 1 occurred during calendar year 2002.

Marginal

Married Filing Jointly/

Qualifyin

Tax Rate Single Taxpayer Heads of Household Widows & V)(/id%wers Married Filing Separately

Percent Over But Not Over Over But Not Over Over But Not Over Over But Not Over
10 $8,137 $14,130 $14,743 $24,811 $20,219 $31,833 $11,770 $16,693
15 $14,130 $37,040 $24,811 $53,556) $31,833 $67,914 $16,693 $33,839
27 $37,040 $80,140 $53,556 $118,624 $67,914 $139,528 $33,839 $69,420
30 $80,140 $158,281] $118,624 $184,826| $139,528 $201,236 $69,420 $105,672
35 $158,281 $326,339] $184,826 $337,037] $201,236 $335,297| $105,672 $178,317
38.6 $326,339 —[ $337,037 —|  $335,297 —| $178,317 —]
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Appendix B

SateMarginal Tax Rates by Earned Income L evel—Tax Year 2002

The following table isto be used to determine the State marginal tax rates for calculation of the RIT allowance as prescribed
in §302-17.8(e)(2). Thistableisto be used for employees who received covered taxable reimbursements during calendar year

2002.

Marginal tax rates (stated in percents) for the earned income amounts specified in each column®-?

State (or District) $20,000-$24,999 $25,000-$49,999 $50,000-$74,999 $75,000 and over
Alabama 5 5 5 5
Alaska 0 0 0 0
Arizona 2.87 3.2 3.74 5.04
Arkansas 45 7 7 7
If single status® 6 7 7 7
Cdlifornia 4 6 8 9.3
If single status® 6 8 9.3 9.3
Colorado 4.63 4.63 4.63 4.63
Connecticut 45 45 45 45
Delaware 5.2 5.55 5.95 5.95
District of Columbia 9 9 9
Florida 0 0 0
Georgia 6 6 6
Hawaii 6.4 7.6 8.25 825
If single status® 7.6 8.25 8.25 8.25
Idaho 7.4 7.8 7.8 7.8
Illinois 3 3 3 3
Indiana 34 34 34 34
lowa 6.48 7.92 8.98 8.98
If single status® 6.8 7.92 8.98 8.98
Kansas 35 6.25 6.45 6.45
If single status® 6.25 6.45 6.45 6.45
Kentucky 6 6 6 6
Louisiana 2 4 4 6
If single status® 4 4 6 6
Maine 4.5 7 85 85
If single status® 7 85 85 85
Maryland 4.75 4.75 4.75 4.75
M assachusetts 53 53 53 53
Michigan 41 41 41 4.1
Minnesota 5.35 7.05 7.05 7.85
If single status® 7.05 7.05 7.85 7.85
Mississippi 5 5 5 5
Missouri 6 6 6 6
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Marginal tax rates (stated in percents) for the earned income amounts specified in each column'?

Sate (or District) $20,000-$24,999 $25,000-$49,999 $50,000-$74,999 $75,000 and over
Montana 8 9 10 11
Nebraska 3.49 5.01 6.68 6.68
If single status® 5.01 6.68 6.68 6.68
Nevada 0 0 0 0
New Hampshire 0 0 0 0
New Jersey 14 175 2.45 6.37
If single status® 14 35 5.525 6.37
New Mexico 3.2 6 7.1 8.2
If single status® 6 71 7.9 8.2
New York 45 5.9 6.85 6.85
If single status® 5.25 6.85 6.85 6.85
North Carolina 6 7 7 7.75
North Dakota 2.1 3.92 434 5.04
If single status® 2.1 3.92 5.04 5.04
Ohio 3.715 4.457 5.201 6.9
Oklahoma 9 10 10 10
If single status® 10 10 10 10
Oregon 9 9 9 9
Pennsylvania 2.8 2.8 28 2.8
Rhode Island* 25 25 25 25
South Carolina 7 7 7 7
South Dakota 0 0 0 0
Tennessee 0 0 0 0
Texas 0 0 0 0
Utah 7 7 7 7
Vermont® 24 24 24 24
Virginia 5.75 5.75 5.75 5.75
\Washington 0 0 0 0
West Virginia 4 4.5 6 6.5
Wisconsin 6.15 6.5 6.5 6.75
Wyoming 0 0 0 0

1 Earned income amounts that fall between the income brackets shown in thistable (e.g., $24,999.45, $49,999.75) should be rounded to the
nearest dollar to determine the marginal tax rate to be used in calculating the RIT allowance.

2 |f the earned income amount is less than the |owest income bracket shown in this table, the employing agency shall establish an appropriate

marginal tax rate as provided in 8302-17.8(€)(2)(ii).

This rate applies only to those individuals certifying that they will file under a single status within the States where they will pay income

taxes. All other taxpayers, regardless of filing status, will use the other rate shown.

4 Theincome tax rate for Rhode Island is 25 percent of Federal income tax liability for all employees. Rates shown as a percent of Federal
income tax liability must be converted to a percent of income as provided in §302-17.8(e)(2)(iii).

5 Theincometax rate for Vermont is 24 percent of Federal incometax liability for all employees. Rates shown as apercent of Federal income
tax liability must be converted to a percent of income as provided in 8302-17.8(e)(2)(iii).

3
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Chapter 302—Relocation Allowances
Part 302-17—Relocation Income Tax (RIT) Allowance

Appendix C

Appendix C to Part 302-17—Federal Tax Tablesfor RIT Allowance—Year 2

Federal Marginal Tax Ratesby Earned Income L evel and Filing Satus—Tax Year 2003

The following table isto be used to determine the Federal marginal tax rate for Year 2 for computation of the RIT allowance

asprescribedin 8302-17.8(e)(1). Thistableisto beused for employeeswhose Year 1 occurred during calendar years 1993, 1994,
1995, 1996, 1997, 1998, 1999, 2001, or 2002.

Married Filing Jointly/

Marginal Qualifying

Tax Rate Single Taxpayer Heads of Household Widows & Widowers Married Filing Separately
Per cent Over But Not Over Over But Not Over Over But Not Over Over But Not Over
10 $8,274 $14,314 $15,005 $25,136 $20,977 $32,559 $10,958 $16,536
15 $14,314 $37,771 $25,136 $54,712 $32,559 $69,722 $16,536 $34,507
27 $37,771 $81,890 $54,712 $122,788 $69,722 $142,842 $34,507 $70,442
30 $81,890 $162,802] $122,788 $193,703] $142,842 $206,675 $70,442 $107,631
35 $162,802 $334,763] $193,703 $350,138| $206,675 $343,919] $107,631 $181,753
38.6 $334,763 —|  $350,138 —|  $343,919 —|  $181,753 —]
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Chapter 302—Relocation Allowances

Part 302-17—Relocation Income Tax (RIT) Allowance Appendix D

Appendix D to Part 302-17—Puerto Rico Tax Tablesfor RIT Allowance

Puerto Rico Marginal Tax Rates by Earned Income L evel—Tax Year 2002

The following table is to be used to determine the Puerto Rico marginal tax rate for computation of the RIT allowance as
prescribed in §302-17.8(e)(4)(i).

Marginal Tax Rate Single Filing Status Any Other Filing Satus

Percent Over But Not Over Over But Not Over
10 — —] — $25,000
15 — $25,000 — —
28 $25,000 $50,000 $25,000 $50,000
33 $50,000 — $50,000 —
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CHAPTER 303—PAYMENT OF EXPENSES CONNECTED WITH THE
DEATH OF CERTAIN EMPLOYEES

Part 303-70—Agency Requirementsfor Payment of Expenses Connected With the Death of Certain
Employees

Subpart A—General Policies
8303-70.1—When must we authorize payment of expenses related to an employee's death?
8§303-70.2—Must we pay death-related expenses when the employee's death is not work-related?
8303-70.3—Must we pay death-related expenses for an employee who dies while on leave, or who dieson a
nonworkday while on TDY or stationed outside CONUS?
§303-70.4—May we pay death-related expenses under this chapter if the same expenses are payable under
other laws of the United States?

Subpart B—General Procedures
§303-70.100—May we pay the travel expenses for an escort for the remains of a deceased employee?
§303-70.101—Must we provide assistance in arranging for preparation and transportation of employee
remains?

Subpart C—Allowances for Preparation and Transportation of Remains
§303-70.200—What costs must we pay for preparation and transportation of remains?

Subpart D—Transportation of Immediate Family Members, Baggage, and Household

Goods

§303-70.300—Must we pay transportation costs to return the deceased employee's baggage?

§303-70.301—Are there any limitations on the baggage we may transport?

§303-70.302—When the employee dies at or whilein transit to or from his’her official station outside
CONUS, must we return the employee'simmediate family, baggage and household goods to the
residence or alternate destination?

§303-70.303—Must we continue payment of relocation expenses for an employee'simmediate family if the
employee dieswhile in transit to his’her new duty station within CONUS?

§303-70.304—Must we continue payment of relocation expenses for an employee'simmediate family if the
employee dies after reporting to the new duty station within CONUS, but the family was in transit
to the new duty station or had not begun its en route travel ?

§303-70.305—What rel ocation expenses must we authorize for the immediate family under 88303-70.303
and 303-70.304?

Subpart E—Preparation and Transportation Expensesfor Remains of |mmediate Family

Members

§303-70.400—When an immediate family member, residing with the employee, dies while the employeeis
stationed outside CONUS, must we furnish mortuary services?

§303-70.401—When an immediate family member, residing with the employee, dies while the employeeis
stationed outside CONUS, must we pay expenses to transport the remains?

§303-70.402—When an immediate family member, residing with the employee, dies while the employeeis
stationed outside CONUS, may we pay burial expenses?

§303-70.403—When a family member, residing with the employee, dieswhilein transit to or from the
employee's duty station outside CONUS, must we furnish mortuary services and/or transportation
of the remains?

Subpart F—Policies and Proceduresfor Payment of Expenses
8303-70.500—Are receipts required for claims for reimbursement?
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8303-70.501—To whom should we make payment?

Subpart G—Escort of Remains
§303-70.600—How many persons may we authorize travel expenses for to escort the remains of a deceased
employee?
§303-70.601—Under what circumstances may we authorize the escort of remains?
§303-70.602—What travel expenses may we authorize for the escort of remains?
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PART 303-70—AGENCY REQUIREMENTSFOR PAYMENT OF EXPENSES CONNECTED
WITH THE DEATH OF CERTAIN EMPLOYEES

Authority: 5 U.S.C. 5721-5738; 5741-5742; E.O. 11609,
3 CFR, 1971-1975 Comp., p. 586.

Subpart A—General Policies

§303-70.1 When must we authorize payment of expenses

related to an employee's death?

When, at the time of death, the employee was:

(a) On official travel; or

(b) Performing official duties outside CONUS; or

(c) Absent from duty as provided in §303-70.3; or

(d) Reassigned away from his’her home of record under a
mandatory mobility agreement.

8303-70.2 Must we pay death-related expenses when the
employee's death isnot work-related?
Yes, provided the requirementsin 8303-70.1 are met.

§303-70.3 Must we pay death-related expensesfor an
employee who dieswhile on leave, or who dieson a
nonwor kday whileon TDY or stationed outside
CONUS?

Yes. However, payment cannot exceed the amount allowed
if death had occurred at the temporary duty station or at the
official station outside CONUS.

§303-70.4 May we pay death-related expensesunder this
chapter if the same expenses are payable under other
laws of the United States?

No.

Noteto Subpart A: When an employee diesfrom injuries
sustained while performing official duty, death-related
expenses are payable under the Federal Employees’ Compen-
sation Act (FECA), 5U.S.C. 8134. For further information
contact the

Department of Labor,

Federal Employees’ Compensation Division,

200 Constitution Avenue, NW,

Washington, DC 20210.

Subpart B—General Procedures

§303-70.100 May wepay thetravel expensesfor an escort
for the remains of a deceased employee?
Yes, in accordance with 88303-70.600

303-70.602.

through

§303-70.101 Must weprovideassistancein arranging for
preparation and transportation of employee remains?
Yes.

Subpart C—Allowancesfor Preparation and
Transportation of Remains

§303-70.200 What costsmust wepay for preparation and
transportation of remains?
All actua costs including but not limited to:
() Preparation of remains:
(1) Embalming or cremation;
(2) Necessary clothing;
(3) A casket or container suitable for shipment to place
of burial;
(4) Expenses necessary to comply with local laws at the
port of entry in the United States; and
(b) Transportation of remains by common carrier (that is
normally used for transportation of remains), hearse, other
means, or acombination thereof, from thetemporary duty sta-
tion or official station outside CONUS to the employee’sres-
idence, official station, or place of burial, including but not
limited to:
(1) Movement from place of death to amortuary and/or
cemetery;
(2) Shipping permits,
(3) Outside case for shipment and sealing of the case if
necessary;
(4) Removal to and from the common carrier; and
(5) Ferry fares, bridgetolls, and similar charges.

Note to §303-70.200: Costs for an outside case are not
authorized for transportation by hearse. Costs for transporta-
tion by hearse or other means cannot exceed the cost of com-
mon carrier (that is normally used for transportation of
remains). Transportation costs to the place of burial cannot
exceed the actual cost of transportation to the employee’'sres-
idence.

Subpart D—Transportation of Immediate
Family Members, Baggage, and Household
Goods

§303-70.300 Must we pay transportation coststo return
the deceased employee's baggage?

Yes, you must pay transportation costs to return the
deceased employee’s baggage to his/her official duty station
or residence. However, you may not pay insurance of or reim-
bursement for loss or damage to baggage.
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§303-70.301 Arethereany limitationson the baggage we
may transport?
Yes. You may only transport government property and the
employee's personal property.

§303-70.302 Whentheemployeediesat or whileintransit
toor from higher official station outside CONUS, must
we return the employee'simmediate family, baggage
and household goodsto the residence or alternate
destination?

Yes. However, your agency head or his/her designated rep-
resentative must approve the family’s election to return to an
aternate destination, and the alowable expenses cannot
exceed the cost of transportation to the decedent’s residence.
Travel and transportation must begin within oneyear fromthe
date of the employee's death. A one-year extension may be
granted if requested by thefamily prior to the expiration of the
one-year limit.

§303-70.303 Must we continue payment of relocation
expenses for an employee'simmediate family if the
employee dieswhilein transit to hisher new duty
station within CONUS?

Yes, if theimmediate family chooses to continue the relo-
cation, you must continue payment of relocation expensesfor
theimmediatefamily if theimmediatefamily wasincluded on
the employee’s relocation travel orders. (See §303-70.305.)

§303-70.304 Must we continue payment of relocation
expenses for an employee'simmediate family if the
employee dies after reporting to the new duty station
within CONUS, but thefamily wasin transit tothenew
duty station or had not begun itsen route travel?

Yes, if theimmediate family chooses to continue the relo-
cation, you must continue payment of relocation expensesfor
theimmediatefamily if theimmediatefamily wasincluded on
the employee’s relocation travel orders. (See §303-70.305.)

§303-70.305 What relocation expensesmust weauthorize
for theimmediate family under 88303-70.303 and
303-70.3047?

When the immediate family chooses to continue the relo-
cation, the following expenses must be authorized:

(a) Travel to the new duty station; or

(b) Travel to an alternate destination, selected by the
immediate family, not to exceed the remaining constructive
cost of travel to the new duty station.

(c) Temporary quarters not to exceed 60 days, to be paid at
the per diem rate for an unaccompanied spouse and immedi-
ate family.

(d) Shipment of household goods to the new or old duty
station, or to an aternate destination selected by the immedi-
ate family. However, the cost may not exceed the constructive

303-70-2

cost of transportation between the old and the new duty sta-
tions.

(e) Storage of household goods not to exceed 90 days.

(f) Reimbursement of real estate expenses incident to the
relocation.

(g) Shipment of POV to the new or old duty station, or to
an alternate destination, selected by the immediate family.
However, the cost may not exceed the constructive cost of
transportation between the old and the new duty stations.

Subpart E—Preparation and Transportation
Expensesfor Remains of Immediate Family
Members

§303-70.400 When an immediate family member,
residing with the employee, dieswhile the employeeis
stationed outside CONUS, must we furnish mortuary
services?

Yes, if requested by the employee and when:

(@) Local commercia mortuary facilities or supplies are
not available; or

(b) The cost of available mortuary facilitiesor suppliesare
prohibitive as determined by your agency head.

Note to §303-70.400: The employee must reimburse you
for all furnished mortuary facilities and supplies.

§303-70.401 When an immediate family member,
residing with the employee, dieswhile the employeeis
stationed outside CONUS, must we pay expensesto
transport theremains?

Yes, if requested by the employee, payment must be made
to transport the remains to the residence of the immediate
family member. The employee may elect an aternate destina-
tion, which must be approved by your agency head or his/her
designated representative. In that case, the alowable
expenses cannot exceed the cost of transportation to the dece-
dent’s residence.

§303-70.402 When an immediate family member,
residing with the employee, dieswhile the employeeis
stationed outside CONUS, may we pay burial
expenses?

No.

§303-70.403 When a family member, residing with the
employee, dieswhilein transit to or from the
employee's duty station outside CONUS, must we
furnish mortuary servicesand/or transportation of the
remains?

You must furnish transportation if requested by the
employee. You must follow the guidelinesin §303-70.401 for
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transportation expenses. You must furnish mortuary services
only if the conditionsin §303-70.400 are met.

Subpart F—Palicies and Procedures for
Payment of Expenses

§303-70.500 Arereceiptsrequired for claimsfor
reimbur sement?
Yes.

8303-70.501 To whom should we make payment?
You should pay:
(a) The person performing the service; or
(b) Reimburse the person who made the original payment.

Subpart G—Escort of Remains

§303-70.600 How many personsmay we authorizetravel
expenses for to escort the remains of a deceased
employee?

Travel expenses may be authorized for no more than two
persons.

§303-70.601 Under what circumstances may we

authorize the escort of remains?

Escort of remains may be authorized when the employee’s
death occurs:

(d) While in atravel status away from his/her officia sta-
tion in the United States; or

(b) While performing official duties outside the United
States or in transit thereto or therefrom.

§303-70.602 What travel expenses may we authorize for
the escort of remains?

You may authorize any travel expensesin accordance with
Chapter 301 of this title that are necessary for the escort of
remains to:

(a) The home or official station of the deceased; or

(b) Any other place appropriate for interment as deter-
mined by the head of your agency.

303-70-3



FEDERAL TRAVEL REGULATION

This page intentionally left blank.

303-70-4



FEDERAL TRAVEL REGULATION

CHAPTER 304—PAYMENT OF TRAVEL EXPENSES FROM A NON-
FEDERAL SOURCE

Subchapter A—Employee’ s Acceptance of Payment From a Non-Federal Sour ce for
Travel Expenses

Part 304-1—Authority
8§304-1.1—To whom do the pronouns “1”, “you”, and their variants refer throughout this part?
§304-1.2—Under what authority may | accept payment of travel expenses from a non-Federal source?

Part 304-2—Definitions
8304-2.1—What definitions apply to this chapter?

Part 304-3—Employee Responsibility
Subpart A—General

§304-3.1—To whom do the pronouns “1”, “you”, and their variants refer throughout this part?

8§304-3.2—What is the purpose of this part?

§304-3.3—May my agency or | accept payment for travel expenses to a meeting from a non-Federal source?

8§304-3.4—What payments may my agency or | accept from a non-Federal source?

8304-3.5—May | solicit payment of my travel expenses from a non-Federal source to attend a meeting?

8304-3.6—May | inform anon-Federal source of my agency'sauthority to accept payment for travel expenses
to attend a meeting?

8304-3.7—What must | do if | am contacted directly by a non-Federal source offering to pay my travel
expenses to attend a meeting?

§304-3.8—Must | adhere to the provisions of the Fly America Act when | receive air transportation to a
meeting furnished or paid by a non-Federal source?

8§304-3.9—May | use premium-class other than first-class common carrier accommodations when a non-
Federal source paysin full for my transportation expenses to attend a meeting?

§304-3.10—May | usefirst-class common carrier accommodations when a non-Federal source paysin full
for my transportation expenses to attend a meeting?

§304-3.11—Am | limited to the maximum subsistence allowances (per diem, actual expense, or conference
lodging) prescribed in applicable travel regulations for travel expenses paid by a non-Federal
source?

8§304-3.12—Must | receive advance approva from my agency before | perform travel paid by anon-Federal
source to attend a meeting?

§304-3.13—After | begin travel to ameeting, what should | do if a non-Federal source offersto pay for one
or more of my travel expenses without my or my agency's prior knowledge?

§304-3.14—May anon-Federal source pay for my spouse to accompany me to a meeting?

8§304-3.15—Must | provide my agency with information about any payment | receive on its behalf?

Subpart B—Reimbursement Claims
§304-3.16—What must | submit to my agency for reimbursement when anon-Federal source paysall or part
of my travel expensesto attend a meeting?

Subpart C—Reports
8304-3.17—If | am required to file a confidential or public financial disclosure report, must | report travel
payments | receive from a non-Federal source on that report?
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Subpart D—Penalties
8§304-3.18—What happens if | accept a payment from a non-Federal source that isin violation of this part?

Subpart E—Relation to Other Authorities
§304-3.19—Are there other situations when | may accept payment from a non-Federal source for my travel
expenses?

Subchapter B—Agency Requirements

Part 304-4—Authority
§304-4.1—To whom do the pronouns “we”, “you”, and their variants refer throughout this part?
8§304-4.2—What is the purpose of this part?
§304-4.3—Under what other authority may we accept payment for travel expenses from a non-Federal
source?

Part 304-5—Agency Responsibilities

§304-5.1—When may we accept payment from a non-Federal source for travel to a meeting or authorize an
employee to accept payment on our behalf?

§304-5.2—Who must approve acceptance of payment from a non-Federal source for travel expensesto a
meeting?

§304-5.3—What does our approving official need to consider before authorizing acceptance of payment from
anon-Federal source for travel expenses for a meeting?

§304-5.4—May we authorize an employee to exceed the maximum subsistence allowances (per diem, actual
expense, or conference lodging) prescribed in applicable travel regulations where we have
authorized acceptance of payment from a non-Federal source for such allowances?

§304-5.5—May we authorize an employee to travel by premium other than first-class common carrier
accommodations if we accept payment in full from a non-Federal source for such transportation
expenses?

§304-5.6—May we authorize an employee to travel by first-class common carrier accommodations if we
accept payment in full from a non-Federal source for such transportation expenses?

§304-5.7—May we authorize acceptance of payment from more than one non-Federal sourcefor asingletrip?

Part 304-6—Payment Guidelines

Subpart A—General
8§304-6.1—May we accept a monetary payment in the form of cash from anon-Federal source?
8§304-6.2—What should we do if a non-Federal source does not pay the full cost for expenses that an
employee will incur during travel ?
§304-6.3—What happens if an employee accepts payment from a non-Federal source that isin violation of
this part?

Subpart B—Reports
§304-6.4—What form must we use to report payments received by the agency from non-Federal sources?
§304-6.5—What guidelines must we follow when using the Standard Form (SF) 326?

Subpart C—Valuation
§304-6.6—How do we determine the value of paymentsin kind that areto be reported on Standard Form (SF)
3267
§304-6.7—Must we report on the Standard Form (SF) 326 any information that is protected from disclosure
by statute?
§304-6.8—Will the reports be made available for public inspection?
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§304-6.9—Does acceptance by OGE of the Standard Form (SF) 326 constitute a determination by OGE that
the data submitted is adequate or a concurrence by OGE in the agency’ s conflict of interest analysis?

Subchapter C—Acceptance of Paymentsfor Training

Part 304-7—Authority/Applicability
8304-7.1—What is the purpose of this subchapter?
8§304-7.2—To whom does this subchapter apply?
8§304-7.3—Who is exempt from this subchapter?

Part 304-8—Definitions
§304-8.1—For the purpose of this subchapter, who is a donor?

Part 304-9—Contributions and Awards

§304-9.1—To whom do the pronouns “1”, “you”, and their variants refer throughout this part?

§304-9.2—May we allow an employee to accept contributions and awards pertaining to training and
payments incident to attendance at meetings under this subchapter?

§304-9.3—May we pay an employee for expenses that are fully reimbursed by a donor for training in a non-
Government facility, or travel expenses incident to attendance at a meeting?

§304-9.4—May we reimburse an employee for training expenses that are not fully paid by a donor?

§304-9.5—What if the employee is compensated by a donor and by us for the same expenses?

§304-9.6—Must we reduce an employee's reimbursement when a donor pays for items for which we are not
authorized to reimburse the employee?

§304-9.7—Must we obtain data from employees or donors for al expenses received?
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Chapter 304—Payment of Travel Expenses From a Non-Federal Source
Part 304-1—Authority §304-1.2

PART 304-1—AUTHORITY

Authority: 31 U.S.C. 1353 and 5 U.S.C. 5707. §304-1.2 Under what authority may | accept payment of
travel expensesfrom a non-Federal source?

§304-1.1 Towhom dothe pronouns*“Il”, “you”, and their Under the authority of this part and 31 U.S.C. 1353, you
variantsrefer throughout this part? may accept payment of travel expenses from a non-Federal
Use of pronouns“1”, “you”, and their variants throughout source on behalf of your agency, but not on behalf of yourself,

this part refers to the employee. when specifically authorized to do so by your agency and only

for official travel to a meeting. Except as provided in
§304-3.13 of this subchapter, your agency must approve
acceptance of such paymentsin advance of your travel.
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Chapter 304—Payment of Travel Expenses From a Non-Federal Source

Part 304-2—Definitions

§304-2.1

PART 304-2—DEFINITIONS

Authority: 5U.S.C. 5707; 31 U.S.C. 1353.

8304-2.1 What definitions apply to this chapter?

The following definitions apply to this chapter:

Employee means an appointed officer or employee of an
executive agency asdefinedin 5 U.S.C. 105, including a spe-
cial Government employee asdefinedin 18 U.S.C. 202, or an
expert or consultant appointed under the authority of
5U.S.C. 3109.

Meeting(s) or similar functions (meeting) means a confer-
ence, seminar, speaking engagement, symposium, training
course, or similar event that takes place away from the
employee'sofficial station. “Meeting” asdefined in thischap-
ter does not include ameeting or other event required to carry
out an agency’s statutory or regulatory functions (i.e., afunc-
tion that is essential to an agency’s mission) such as investi-
gations, inspections, audits, site visits, negotiations or
litigation. “Meeting” aso does not include promotional ven-
dor training or other meetings held for the primary purpose of
marketing the non-Federal sources products or services, or
long term TDY or training travel. A meeting need not be
widely attended for purposes of this definition and includes
but is not limited to the following:

(1) An event where the employee will participate as a
speaker or panel participant focusing on hig/her official duties
or on the policies, programs or operations of the agency.

(2) A conference, convention, seminar, Symposium or sim-
ilar event where the primary purpose is to receive training
other than promotional vendor training, or to present or
exchange substantiveinformation of mutual interest toanum-
ber of parties.

(3) An event where the employee will receive an award or
honorary degree, whichisin recognition of meritoriouspublic
service that is related to the employee’s official duties, and
which may be accepted by the employee consistent with the
applicable standards of conduct regulations.

Non-Federal source meansany person or entity other than
the Government of the United States. The term includes any
individual, private or commercia entity, nonprofit organiza-
tion or association, international or multinational organiza-
tion (irrespective of whether an agency holds membership in

the organi zation or association), or foreign, State or local gov-
ernment (including the government of the District of Colum-
bia).

Payment means a monetary payment from a non-Federal
source to a Federal agency for travel, subsistence, related
expenses by check or other monetary instrument payable to
the Federal agency (i.e., electronic fund transfer (EFT),
money order, charge card, etc.) or payment in kind.

Payment in kind means transportation, food, lodging, or
other travel-related services provided by anon-Federal source
instead of monetary payments to the Federal agency for these
services. Payment in kind also includes waiver of any fees
that a non-Federal source normally collects from meeting
attendees (e.g., registration fees).

Travel, subsistence, and related expenses (travel expenses)
means the same types of expenses payable under Chapter 301
of thistitle, the Foreign Affairs Manua (FAM), and the Joint
Travel Regulations (JTR) for transportation, food, lodging or
other travel-related services for official travel (e.g., baggage
expenses, services of guides, drivers, interpreters, communi-
cation services, hire of conference rooms, lodging taxes, laun-
dry/dry cleaning, taxi fares, etc.). These expensesalsoinclude
conference or training fees (in whole or in part), as well as
benefits that cannot be paid under the applicable travel regu-
lations, but which are incident to the meeting, provided in
kind, and made available by the meeting sponsor(s) to all
attendees. For example, thisdefinition as applied to this chap-
ter would allow an employee or spouse to attend a sporting
event hosted by the sponsor(s) in connection with the meeting
that is available to al participants. However, it would not
alow the employeeto accept ticketsto aprofessional sporting
event, concert or similar event, for use at a later date even if
such tickets were given to all other participants. The Foreign
AffairsManual isobtainable from: Bureau of Administration,
A/IM/CST/MMS/DIR, Room 264, U.S. Department of State,
Washington, DC 20520; (202) 647-3602. The Joint Travel
Regulations are obtainable from: Superintendent of Docu-
ments, U.S. Government Printing Office, Washington, DC
20342-0001, or availablefor downloading from theinternet at
http: //www.dtic.mil/perdiem.
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PART 304-3—EMPLOYEE RESPONSIBILITY

Authority: 5U.S.C. 5707; 31 U.S.C. 1353.

Subpart A—General

§304-3.1 Towhom dothe pronouns*“Il”, “you”, and their
variantsrefer throughout this part?
Use of pronouns“1”, “you”, and their variants throughout
this part refers to the employee.

§304-3.2 What isthe purpose of thispart?

The purpose of this part is to establish Governmentwide
policy and guidance for acceptance by a Federal agency of
payment for travel expenses from a non-Federal source for
employees to attend meetings. It describes how such pay-
ments must be accepted by the agency for travel of agency
employee(s) and/or his’her spouse for official Government
travel. Except as provided in §304-3.13 of this part, advance
agency approval is required to receive such payments.

§304-3.3 May my agency or | accept payment for travel
expenses to a meeting from a non-Feder al source?
Yes, you or your agency may accept such a payment from

a non-Federal source, but you may only accept when your

agency specifically authorizes such acceptance under the

requirements of this part. Except as provided in §304-3.13 of
this part, your agency must approve acceptance of such pay-
ment in advance of your travel.

§304-3.4 What paymentsmay my agency or | accept from
anon-Federal source?

You or your agency may accept payments other than cash
from a non-Federal source for all of your officia travel
expensesto attend ameeting of mutual interest, or any portion
of those travel expenses mutually agreed upon between your
agency and the non-Federal source. You may not accept pay-
mentsfor travel that isnot to attend ameeting under this part.
However, you may be able to accept payments under other
authorities (see §304-3.19).

§304-3.5 May | solicit payment of my travel expenses
from a non-Federal sourceto attend a meeting?
No, you may not solicit payment for travel expenses from
anon-Federal source to attend a meeting.

§304-3.6 May | inform a non-Federal source of my
agency's authority to accept payment for travel
expensesto attend a meeting?

Yes, you or your agency may inform the non-Federal
source of your agency’s authority to accept payment for travel
expenses to attend a meeting.

§304-3.7 What must | doif | am contacted directly by a
non-Federal source offering to pay my travel expenses
to attend a meeting?

If you are contacted directly by anon-Federal source offer-
ingto pay any part of your travel expensesto attend ameeting,
you must inform your agency, so that the authorized agency
official can determine whether to accept the payment.

§304-3.8 Must | adhereto the provisions of the Fly
America Act when | receiveair transportation to a
meeting furnished or paid by a non-Federal source?
No, if the payment or ticket was paid in full directly by the

non-Federal source or reimbursed to your agency by the non-

Federal source, the provisions of the Fly America Act do not

apply. (See §8301-10.131 through 301-10.143 of thistitle for

the regulations implementing the Fly America Act.)

§304-3.9 May | use premium-class other than first-class
common carrier accommodationswhen a non-Feder al
source paysin full for my transportation expensesto
attend a meeting?

Yes, you may use premium other than first-class common
carrier accommodations if your agency authorizes you to do
so in accordance with §304-5.5 of this chapter.

§304-3.10 May | usefirst-classcommon carrier
accommodations when a non-Federal source paysin
full for my transportation expensesto attend a
meeting?

Generally no. You may not use first-class common carrier
accommodations unless you meet one of the criteriafor first
class travel contained in 88301-10.123, 301-10.162 and
301-10.183 of this title and are authorized to do so by your
agency in accordance with §304-5.6 of this chapter.

§304-3.11 Am I limited to the maximum subsistence
allowances (per diem, actual expense, or conference
lodging) prescribed in applicabletravel regulationsfor
travel expenses paid by a non-Federal source?
Generally yes. Subsistence expenses are usualy limited to

the maximum subsistence allowances (per diem, actua
expenses or conference lodging) prescribed in Chapter 301 of
thistitlefor travel in CONUS, by the Secretary of Defensefor
travel in non-foreign areas and by the Secretary of State for
travel in foreign areas. However, acceptance of payment for,
and when applicable, reimbursement by an agency to an
employee and the accompanying spouse of such employeeare
not subject to the maximum per diem or actual subsistence
expense rates when traveling in CONUS or in non-foreign
areas under the following conditions:
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(a) The non-Federal source pays the full amount of the
subsistence expense, as authorized by your agency; and

(b) The subsistence expense paid by the non-Federal
source is comparable in value to that offered to or purchased
by other meeting attendees; and

(c) Your agency has approved acceptance of payment from
the non-Federal source prior to your travel; if your agency has
not approved any acceptance from the non-Federal source,
you may not exceed the maximum alowances. See
§304-3.13.

Note: The maximum subsistence allowances established
by the Secretary of Statefor travel to foreign areas may not be
exceeded.

§304-3.12 Must | receive advance approval from my
agency beforel perform travel paid by a non-Federal
sourceto attend a meeting?

Yes, you must receive advance approval from your agency
before performing travel paid by a non-Federal source to

attend a meeting except as provided in §304-3.13.

8304-3.13 After | begin travel to a meeting, what should
| doif a non-Federal source offersto pay for one or
more of my travel expenseswithout my or my agency's
prior knowledge?

(a) If your agency has aready authorized acceptance of
payment for some of your travel expenses for that meeting
from a non-Federal source, then you may accept on behalf of
your agency, payment for any of your additional travel
expenses from the same non-Federal source aslong as—

(1) The expenses paid or provided in kind are compara-
blein valueto those offered to or purchased by other similarly
situated meeting attendees; and

(2) Your agency did not decline to accept payment for
those particular expenses in advance of your travel.

(b) If your agency did not authorize acceptance of any pay-
ment from a non-Federal source prior to your travel, then—

(1) You may accept, on behalf of your agency, payment
from a non-Federal source as authorized in this section—

(i) Only the types of travel expenses that are autho-
rized by your travel authorization (i.e., meals, lodging, trans-
portation, but not recreation or other personal expenses); and

(ii) Only travel expenses that are within the maxi-
mum allowances stated on your travel authorization (e.g., if
your travel authorization states that you are authorized to
incur lodging expenses up to $100 per night, you may not
accept payment from the non-Federal source for a $200 per
night hotel room);

(2) You must request your agency’s authorization for
acceptance from the non-Federal source within 7 working
days after your trip ends; and
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(3) If your agency does not authorize acceptance from
the non-Federal source, your agency must either—

(i) Reimburse the non-Federal source for the reason-
able approximation of the market value of the benefit pro-
vided, not to exceed the maximum allowance stated on your
travel authorization; or

(ii) Requireyouto reimburse the non-Federal source
that amount and allow you to claim that amount on your travel
claim for the trip.

(c) If you accept payment from a non-Federal source for
travel expensesin violation of paragraph (@) or (b) of thissec-
tion, you may be subject to the penalties specified in
§304-3.18.

§304-3.14 May anon-Federal sourcepay for my spouseto
accompany meto a meeting?

Yes, a non-Federal source may pay for your spouse to
accompany you when it isin the interest of and authorized in
advance by your agency. All limitations and requirements of
this part apply to the acceptance of payment from a non-Fed-
eral source for travel expenses and/or agency reimbursement
of travel expenses for your accompanying spouse. Your
agency may determinethat your spouse’s presence at an event
isin theinterest of the agency if your spouse will—

(a) Support the mission of your agency or substantially
assist you in carrying out your official duties;

(b) Attend a ceremony at which you will receive an award
or honorary degree; or

(c) Participate in substantive programs related to the
agency’s programs or operations.

§304-3.15 Must | provide my agency with information
about any payment | receive on its behalf?

Yes. Your agency must submit to the U.S. Office of Gov-
ernment Ethics (OGE) a semiannual report (SF 326) of al
payments it accepts under this part. You must be prepared to
give your agency the information it needs in order to submit
its report.

Subpart B—Reimbursement Claims

§304-3.16 What must | submit to my agency for

reimbur sement when a non-Feder al source paysall or

part of my travel expensesto attend a meeting?

You must submit atravel claim listing al alowable travel
expenses that you incurred which were not paid in kind by a
non-Federal source. Do not claim travel expenses that were
furnished in kind by a non-Federal source. Your reimburse-
ment is limited to the types of expenses authorized in
Chapter 301 of this title or analogous provisions of the Joint
Travel Regulations or Foreign Affairs Manual. Reimburse-
ment from your agency for expenses will not in any case
exceed the amount of the expenses you incur. Such reim-
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bursement will also adhere to established regulatory limita-
tions except where your agency accepts payments under
8304-5.4, 304-5.5 or 304-5.6 of this chapter.

Subpart C—Reports

§304-3.17 If | am required tofilea confidential or public
financial disclosurereport, must | report travel
payments| receive from a non-Federal source on that
report?

Generaly, no. As long as payments you receive from a
non-Federal source are made to or on behalf of your agency,
you are not required to report them as gifts on any confidential
or public disclosure report you are personally required to file
pursuant to law or Office of Government Ethics (OGE) regu-
lations (5 CFR part 2634). However, you may be required to
report any such paymentsthat you and/or your accompanying
spouse receive on your own behalf, rather than on the
agency’s behalf, pursuant to other reporting requirements
(e.g., those required by the Ethics in Government Act of
1978).

Note: The confidential financial disclosure report is OGE
Form 450 and the public financial disclosurereport is SF 278.

Subpart D—Penalties

§304-3.18 What happensif | accept a payment from a
non-Federal sourcethat isin violation of thispart?

If you accept payment from anon-Federal sourcein viola-
tion of this part—

(a) You may be required, in addition to any other penalty
provided by law and applicable regul ations, to pay the general
fund of the Treasury, an amount equal to any payment you
accepted; and

(b) In the case of reimbursement under paragraph (@) of
this section, you will not be entitled to any reimbursement
from the Government for your travel expenses that the pay-
ment was intended to cover.

Subpart E—Relation to Other Authorities

§304-3.19 Arethereother situationswhen | may accept
payment from a non-Federal sourcefor my travel
expenses?

Yes, you may also accept payment of travel expensesfrom
anon-Federal source under the following authorities, in addi-
tion to this part:

(@) Under 5 U.S.C. 4111 for acceptance of contributions,
awards, and other payments from tax-exempt entitiesfor non-
Government sponsored training or meetings (see regulations
issued by the Office of Personnel Management at
5 CFR part 410).

(b) Under 5U.S.C. 7342 for travel taking place entirely
outside the United States which is paid by aforeign govern-
ment, where acceptance is permitted by your agency and any
regulations which may be prescribed by your agency.

(c) Under 5 U.S.C. 7324(b) when payment is for travel to
be performed for a partisan rather than an official purposein
accordance with the Hatch Act (5 U.S.C. 7321-7326); or

(d) Pursuant to the applicable standards of ethical conduct
regulations concerning personal acceptance of gifts. For
example, under 5 CFR 2635.204(e), which authorizes execu-
tive branch employees to accept gifts based on outside busi-
ness employment relationships. (Note: You may also be able
to accept attendance at (but not other travel expenses to) a
widely attended gathering under 5 CFR 2635.204(g)(2) when
the gathering is not a meeting, as defined in this part, and you
are not attending in your official capacity.)
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PART 304-4—AUTHORITY

Authority: 5U.S.C. 5707; 31 U.S.C. 1353.

§304-4.1 Towhom do the pronouns“we”, “you”, and
their variantsrefer throughout this part?
Use of pronouns “we’, “you”, and their variants through-
out this part refers to the agency.

§304-4.2 What isthe purpose of thispart?

The purpose of this part is to establish Governmentwide
policy and guidance for acceptance by a Federal agency of
payment for travel expenses from a non-Federal source for
employees to attend meetings under 31 U.S.C. 1353. It pre-
scribes how such payments may be accepted.

§304-4.3 Under what other authority may we accept
payment for travel expensesfrom a non-Federal
source?

You may accept payment for travel expenses to events
other than meetings from a non-Federal source pursuant to an

agency gift statute or similar statutory authority. However,
this Chapter 304 is the only authority you may use to accept
(or authorize your employee to accept on your behalf) pay-
ment for travel expenses from a non-Federal source to attend
ameeting. For example, you could not pay thetravel expenses
for an employee to attend a meeting and then authorize the
employee to use the widely attended gathering exception in
5 CFR 2635.204(g)(2) to accept free attendance at that same
meeting. You would only be able to accept payment for the
employee’s attendance at that meeting under this

Chapter 304.
Note: Employees may also be able to accept payment for

travel expenses from non-Federal sources in their individual
capacities under the authorities referenced in §304-3.19.
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§304-5.6

PART 304-5—AGENCY RESPONSIBILITIES

Authority: 5U.S.C. 5707; 31 U.S.C. 1353.

§304-5.1 When may we accept payment from a non-
Federal sourcefor travel to a meeting or authorize an
employee to accept payment on our behalf?

You may accept payment from a non-Federal source or
authorize an employee and/or the employee’s spouse to
accept payment on your behalf only when—

(a) You have issued the employee (and/or the employee’s
spouse, when applicable) a travel authorization before the
travel begins;

(b) You have determined that the travel isin theinterest of
the Government;

(c) Thetravel relatesto the employee’s official duties; and

(d) Thenon-Federal sourceisnot disqualified dueto acon-
flict of interest under §304-5.3.

§304-5.2 Who must approve acceptance of payment from
anon-Federal sourcefor travel expensesto a meeting?
An officia at the highest practical administrative level

who can evaluate the requirementsin §304-5.3, must approve

acceptance of such payments.

§304-5.3 What does our approving official need to
consider before authorizing acceptance of payment
from a non-Federal sourcefor travel expensesfor a
meeting?

(a) The approving official must not authorize acceptance
of the payment if he/she determines that acceptance of the
payment under the circumstances would cause a reasonable
person with knowledge of all the factsrelevant to a particular
case to question the integrity of agency programs or opera-
tions. The approving official must be guided by al relevant
considerations, including but not limited to the—

(1) Identity of the non-Federal source;

(2) Purpose of the meeting;

(3) Identity of other expected participants,

(4) Nature and sensitivity of any matter pending at the
agency which may affect the interest of the non-Federal
SOUrce;

(5) Significance of theemployee’'srolein any such mat-
ter; and

(6) Monetary value and character of the travel benefits
offered by the non-Federal source.

(b) The agency official may find that, while acceptance
from the non-Federal sourceispermissible, itisintheinterest
of the agency to qualify acceptance of the offered payment by,
for example, authorizing attendance at only a portion of the
event or limiting the type or character of benefits that may be
accepted.

§304-5.4 May we authorize an employee to exceed the
maximum subsistence allowances (per diem, actual
expense, or conferencelodging) prescribed in
applicabletravel regulationswherewehaveauthorized
acceptance of payment from a non-Feder al source for
such allowances?

(a) Generally, yes. Subsistenceallowancesareusually lim-
ited to the maximum subsistence allowances (per diem, actual
expense, or conference lodging) prescribed in Chapter 301 of
thistitlefor travel in CONUS, by the Secretary of Defensefor
travel in non-foreign areas, and by the Secretary of State for
travel in foreign areas. However, the maximum subsistence
alowances established by this title and by the Secretary of
Defense may be exceeded aslong as—

(1) The non-Federa source pays the full amount of the
subsistence expenses, at issue; and

(2) The subsistence expense paid by the non-Federal
source is comparable in value to that offered to or purchased
by meeting attendees.

(b) The maximum subsistence allowances prescribed by
the Secretary of State for travel to foreign areas may not be
exceeded.

§304-5.5 May we authorize an employeeto travel by
premium other than first-class common carrier
accommodationsif we accept payment in full from a
non-Federal sourcefor such transportation expenses?
Yes, you may authorize an employeeto travel by premium

other than first-class common carrier accommodations as

long as the—

(a) Non-Federal source makesfull payment for such trans-
portation services in advance of travel; and

(b) Transportation accommodations furnished are compa-
rable in value to those offered to, or purchased by, other sim-
ilarly situated meeting attendees.

§304-5.6 May weauthorizean employeetotravel by first-
classcommon carrier accommodations if we accept
payment in full from a non-Federal sourcefor such
transportation expenses?

Generally, no; however, you may authorize an employeeto
travel by first-class common carrier accommodationsif the—
() Travel meets at least one of the conditions in

§8301-10.123, 301-10.162 and 301-10.183 of thistitle; and
(b) Transportation accommodations furnished are compa:

rable in value to those offered to, or purchased by, other ssim-

ilarly situated meeting attendees.
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§304-5.7 May we authorize acceptance of payment from
mor e than one non-Federal sourcefor asingletrip?
Yes, you may accept payment from more than one non-

Federal source for a single trip, as long as the total of such

payments do not exceed the total cost of the trip.
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§304-6.6

PART 304-6—PAYMENT GUIDELINES

Authority: 5U.S.C. 5707; 31 U.S.C. 1353.

Subpart A—General

§304-6.1 May weaccept amonetary payment in theform
of cash from a non-Federal source?

No, you may not accept a monetary payment in the form
of cash from a non-Federal source. Monetary payment(s)
received from a non-Federal source must be in the form of a
check or similar instrument made payable to the agency.

§304-6.2 What should wedoif anon-Federal sourcedoes
not pay thefull cost for expensesthat an employee will
incur duringtravel?

If you determine in advance of the employee’s travel that
payment from a non-Federal source will cover some but not
al of the employee’'s allowable travel and subsistence
expensesyou should state on the employee’ stravel authoriza-
tion that the employee will be reimbursed the difference
between the full alowances and the payment from the non-
Federal source. See Chapter 301 of this Title, 6 Foreign
Affairs Manual, Chapter 100, or the Joint Travel Regulations
(JTR), Chapter 4, PartsL and Q, as applicable to determine
the applicable maximum allowances.

§304-6.3 What happensif an employee accepts payment
from a non-Federal sourcethat isin violation of this
part?

If an employee accepts payment from a non-Federa
sourcein violation of this part—

(a) You may require the employee, in addition to any pen-
aty provided by law and applicable regulations, to pay the
genera fund of the Treasury, an amount equal to the payment
S0 accepted; and

(b) The employee shall not be entitled to any reimburse-
ment from the Government for such expenses.

Subpart B—Reports

§304-6.4 What form must we useto report payments
received by the agency from non-Federal sources?
Your agency head or designee must submit Standard

Form (SF) 326, Semiannual Report of Payments Accepted

From a Non-Federal Source (fully completed) to report pay-

ments received from non-Federal sources. This appliesto all

payments that are more than $250 per event for an employee
and accompanying spouse. For purposes of the $250 thresh-
old, payments for an employee and accompanying spouse
shall be aggregated. If you wish to use a form other than

SF 326 to report such payments, you may seek permission to

do so by contacting the Office of Government Ethics at

United States Office of Government Ethics, 1201 New York
Avenue, NW., Suite 500, Washington, DC 20005-3917.

§304-6.5 What guidelines must wefollow when using the

Sandard Form (SF) 3267

When completing the SF 326—

(a) You must fully complete each block on SF 326 without
exception (including payments accepted for an accompany-
ing spouse).

(b) You must also—

(1) Submit the SF 326 no later than May 31 for pay-
ments received from the preceding October 1 through March
31;

(2) Submit aSF 326 no later than November 30 for pay-
mentsreceived from the preceding April 1 through September
30; and

(c) Submit the SF 326 including negative reports, to:
Director of the Office of Government Ethics (OGE), 1201
New York Avenue, NW., Suite 500, Washington, DC 20005-
3917.

Subpart C—Valuation

§304-6.6 How do we determine the value of paymentsin
kind that areto be reported on Standard Form (SF)
326?

The following should be used in the determination of the
value of paymentsin kind for reporting on SF 326:

(a) For conference, training, or similar feeswaived or paid
by anon-Federal source, you must report the amount charged
other participants.

(b) For transportation or lodging, you must report the cost
that the non-Federal source paid or usually would have been
charged for such event.

(c) For meals or other benefitsthat are not provided as part
of the transportation, lodging, or a conference, training or
similar fee, you must report the cost to the non-Federal source
or provide a reasonabl e approximation of the market value of
the benefit.

(d) For chartered, corporate or other private aircraft—

(1) When common carrier is available, you must report
the first-class rate that would have been charged by a com-
mercial air carrier at the time the event took place.

(2) When a common carrier is not available, you must
report the cost of chartering asimilar aircraft using acommer-
cialy available service.

(e) Lodging where no commercia rate is available: You
must report the maximum lodging rate established by GSA
for CONUS, Department of Defense for non-foreign areas
and the Secretary of State for foreign areas. These rates are
available on the Internet at the GSA Web site http://
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www.gsa.gov/perdiem, with links to the non-foreign and for-
eign arearates.

§304-6.7 Must wereport on the Sandard Form (SF) 326
any information that is protected from disclosure by
statute?

No. Information that is protected by statute from disclo-
sureto the public should not be reported on the SF 326. How-
ever, if you omit otherwise reportable information from the
SF 326 because the information may not be disclosed, you
must notify OGE unless otherwise prohibited by law and, if
requested by the Director of OGE, make the information
available for inspection by an OGE employee with the requi-
site clearance.

§304-6.8 Will the reports be made available for public
inspection?
Yes, OGE must make any report filed by an agency under
this part (that is not protected from disclosure by statute)

304-6-2

available for public inspection and copying on the | ater of the
following two dates:

(a) Within 30 days after the applicable due date.

(b) Within 30 days after the date OGE actually receivesthe
report.

§304-6.9 Does acceptance by OGE of the Standard

Form (SF) 326 constituteadeter mination by OGE that

the data submitted is adequate or a concurrence by

OGE in the agency’s conflict of interest analysis?

No. OGE is responsible for making the information pro-
vided by the agencies available to the public. It is each
agency’s responsibility to file the accurate and complete
reports and to make the appropriate conflict of interest analy-
sis.
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§304-7.3

PART 304-7—AUTHORITY/APPLICABILITY

Authority: 5U.S.C. 4111(b); E.O. 11609, 36 FR 13747,
3 CFR, 1971-1975 Comp., p. 586.

§304-7.1 What isthe purpose of this subchapter?

The purpose of this subchapter isto provide for reductions
in per diem and other travel reimbursement when employees
receive contributions, awards and other payments from non-
Federal sourcesfor training in non-Government facilities and
attendance at meetings under 5 U.S.C. 4111.

8304-7.2 To whom doesthis subchapter apply?
This subchapter appliesto—
(a) Civilian officers and employees of—
(1) Executive departments as defined in 5 U.S.C. 101,
(2) Independent  establishments as defined in
5U.S.C. 104;
(3) Government corporations subject to chapter 91 of
titte 31 U.S.C;;
(4) The Library of Congress;

(5) The Government Printing Office (GPO);
(6) The government of the District of Columbia; and
(b) Commissioned officers of the National Oceanic and
Atmospheric Administration.

§304-7.3 Who isexempt from this subchapter ?

Thefollowing, under 5 U.S.C. 4102 and the implementing
regulation at 5 CFR 410.101(b), are exempt from this sub-
chapter:

(a) A corporation supervised by the Farm Credit Adminis-
tration if private interests elect or appoint a member of the
board of directors.

(b) The Tennessee Valley Authority.

(c) An individua (except a commissioned officer of the
National Oceanic and Atmospheric Administration) who isa
member of auniformed service during aperiod inwhich heis
entitled to pay under 37 U.S.C. 204.

(d) The U.S. Postal Service, Postal Rate Commission and
their employees.
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Chapter 304—Payment of Travel Expenses From a Non-Federal Source

Part 304-8—Definitions

§304-8.1

PART 304-8—DEFINITIONS

Authority: 5U.S.C. 4111(b); E.O. 11609, 36 FR 13747,
3 CFR, 1971-1975 Comp., p. 586.

§304-8.1 For the purpose of this subchapter, whoisa
donor?
A donor, for the purpose of this subchapter, is anon-profit
charitable organization described by 26 U.S.C. 501(c)(3),
that is exempt from taxation under 26 U.S.C. 501(a).
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Chapter 304—Payment of Travel Expenses From a Non-Federal Source

Part 304-9—Contributions and Awards

§304-9.7

PART 304-9—CONTRIBUTIONS AND AWARDS

Authority: 5U.S.C. 4111(b); E.O. 11609, 36 FR 13747,
3 CFR, 1971-1975 Comp., p. 586.

§304-9.1 Towhom dothe pronouns*“Il”, “you”, and their
variantsrefer throughout this part?
Use of pronouns“1”, “you”, and their variants throughout
this part refers to the agency.

§304-9.2 May we allow an employee to accept
contributions and awards pertaining to training and
paymentsincident to attendanceat meetingsunder this
subchapter?

Yes, you may allow an employee to accept contributions
and awards pertaining to training and payments incident to
attendance at meetings when you specifically authorize them
to do so in accordance with OPM guidelines issued under
section 401(b) of Executive Order 11348 (see 5 CFR part
410) and section 303(j) of Executive Order 11348 (3 CFR,
1966-1970 Comp., p. 639). The OPM guidelines may be
found at 5 CFR 410.501 through 410.503.

§304-9.3 May we pay an employee for expensesthat are
fully reimbursed by a donor for trainingin a non-
Government facility, or travel expensesincident to
attendance at a meeting?

No, you may not reimburse an employee for expenses that
are fully reimbursed by adonor for training in a non-Govern-
ment facility, or travel expenses incident to attendance at a
meeting.

§304-9.4 May wereimburse an employeefor training
expensesthat are not fully paid by a donor?

Yes, you may reimburse an employeefor training expenses
that are not fully paid by adonor an amount considered suffi-
cient to cover the balance of expensesto the extent authorized
by law and regulation, including 5U.S.C.4109 and
5U.S.C. 4110.

§304-9.5 What if theemployeeiscompensated by adonor
and by usfor the same expenses?

If you reimburse an employee for expenses that are also
paid by a donor, you must establish and carry out policy in
accordance with 5 U.S.C. 5514 and the Federal Claims Col-
lection Standards (31 CFR parts 900-904) to recover any
excess amount paid to the employee.

§304-9.6 Must wereduce an employee's reimbursement
when a donor paysfor itemsfor which we are not
authorized to reimbur se the employee?

No, when a donor pays for travel expenses that the Gov-
ernment is not authorized to pay (such as travel expenses for
an employee’'s family) no reduction in reimbursement to the
employee is required.

§304-9.7 Must we obtain data from employeesor donors
for all expensesreceived?
Yes, you must set agency policy to ensure collection of
expense datain such detail asyou deem necessary to carry out
this part.
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