General Services Administration April 10, 2009
Washington, DC 20405

FEDERAL TRAVEL REGULATION
Amendment 2009-03

TO: Heads of Federal agencies

Subject: Amendment 2009-03, Federal Travel Regulation (FTR)
Case 2009-303, Furnished Meals at Conferences and Other Events

1. Purpose. This final rule amends the Federal Travel
Regulation (FTR) to clarify that travelers must deduct the
appropriate amounts from their meals and incidental expense
(M&IE) allowance when meals are part of a registration fee or
otherwise paid for by the Government, in conjunction with
attendance at conferences or other events while on official
travel.

2. Effective date: April 10, 2009.

3. Background. On March 14, 2008, The Government Accountability
Office (GAO) issued a report entitled, “Governmentwide Purchase
Cards: Actions Needed to Strengthen Internal Controls to Reduce
Fraudulent, Improper, and Abusive Purchases.” The report
recommended that GSA instruct agencies to remind Government
travelers that they must reduce the M&IE claimed on their travel
vouchers by the specified amount that GSA allocates when
travelers receive Government-paid-for meals at conferences or
other events, including continental breakfasts.

While GSA emphasizes prudent management of travel funds, it
also recognizes that there are times when a traveler cannot
consume a Government-furnished meal due to reasons that either
transcend personal choice (such as medical requirements or
religious beliefs) and the traveler is unable to make alternative
meal arrangements with the conference or event coordinators or
due to the conduct of official business. The requirement to
deduct the appropriate amount from the travel voucher may not
reasonably apply to travelers in such circumstances.

This FTR rule was published in the Federal Register at
74 FR 16327, April 10, 20009.
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4. Explanation of changes. This final rule amends the
FTR by:

a. Section 300-3.1 - Adding a definition for “Furnished
meal.”

b. Section 301-2.5 - Adding paragraph (p) requiring
specific authorization for an employee to claim the full
applicable M&IE allowance due to medical requirements or
religious beliefs, despite the fact that meals are furnished to
the employee through registration fees or otherwise paid for by
the Government.

c. Section 301-11.18 — Incorporating the terms
“continental breakfast” and “furnished meal” where appropriate,
and clarifying under what circumstances agencies may permit
employees to claim the full M&IE allowance even though meals are
furnished by the Government.

d. Section 301-70.200 - Adding paragraph (h) requiring
agencies to designate who will determine, and in what instances,
an employee may be able to claim the full M&IE allowance even
though meals are furnished to the employee by the Government.

5. Filing instructions. Remove and insert the following pages
to the FTR:

Remove pages Insert pages
300-3-1 and 300-3-2 300-3-1 and 300-3-2
301-2-1 and 301-2-2 301-2-1 and 301-2-2
301-11-3 thru 301-11-10 301-11-3 thru 301-11-10
301-70-1 and 301-70-2 301-70-1 and 301-70-2

// W

Craig Flynn,

Director, Travel Management Policy
Office of Travel, Transportation &

Asset Management.
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Chapter 300—General
Part 300-3—Glossary of Terms

§300-3.1

PART 300-3—GLOSSARY OF TERMS

Authority: 5 U.S.C. 5707; 40 U.S.C. 121(c); 49 U.S.C.
40118; 5U.S.C.5738;5U.S.C. 5741-5742; 20 U.S.C.
905(a); 31 U.S.C. 1353; E.O. 11609; 3 CFR, 1971-1975
Comp., p. 586, Office of Management and Budget Circular
No. A-126, "Improving the Management and Use of
Government Aircraft." Revised April 28, 2006.

§300-3.1 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 Title 5 U.S.C. 105
(an executive department an independent establishment, the
Government Accountability Office, or a wholly owned Gov-
ernment corporation as defined in section 101 of the Govern-
ment Corporation 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 Federal Judicial Center;

(6) The Library of Congress;

(7) The United States Botanic Garden;

(8) The Government Printing Office; and

(9) The District of Columbia.

Aircraft management office—An agency component that
has management control of Federal aircraft used by the
agency or of aircraft hired as commercial aviation services
(CAS).

Approved accommodation—Any place of public lodging
that is listed 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
Federal Register by FEMA. Additionally, the approved
accommodation list is available on the U.S. Fire Administra-
tion’s Internet site at http:/www.usfa.fema.gov/hotel/
index.htm.

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

Commercial Aviation Services (CAS)—Commercial avia-
tion services (CAS) include, for the exclusive use of an exec-
utive agency—

(1) Leased aircraft;

(2) Chartered or rented aircraft;

(3) Commercial contracts for full aviation services (i.e.,
aircraft plus related aviation services) or acquisition of full

services through inter-service support agreements (ISSA)
with other agencies; or

(4) Related services (i.e., services but not aircraft)
obtained by commercial contract or ISSA, except those ser-
vices acquired to support Federal aircraft.

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-
sorial charges and costs of temporary storage within applica-
ble weight 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”
also applies to training activities that are considered to be con-
ferences under 5 CFR 410.404.

Continental United States (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. This also
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.

Crewmember—A person assigned to operate or assist in
operating an aircraft. Performs duties directly related to the
operation of the aircraft (e.g., as pilots, co-pilots, flight engi-
neers, navigators) or duties assisting in operation of the air-
craft (e.g., as flight directors, crew chiefs, electronics
technicians, mechanics). If a crewmember is onboard for the
purpose of travel, (i.e., being transported from point to point)
he/she must be authorized to travel in accordance with rules
in 41 CFR 301-10.260 through 301-10.266 and 41 CFR
301-70.800 through 301-70.903.

Employee with a disability (also see Special Needs)—

(a) 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 a record of such an impairment;

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

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

300-3-1
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(c) “Physical or mental impairment” means:

(1) Any physiological disorder or condition, cosmetic
disfigurement, or anatomical loss affecting one or more of the
following body systems: neurological, musculoskeletal, spe-
cial 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) The term “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) “Major 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 major life activities.

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

(1) A physical or mental impairment that does not sub-
stantially limit major life activities but the impairment is
treated by the agency as constituting such a limitation;

(2) A physical or mental impairment that substantially
limits major life activities as a result of the attitudes of others
toward such an impairment; or

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

E-Gov Travel Service (ETS)—The Government-con-
tracted, end-to-end travel management service that automates
and consolidates the Federal travel process in a self-service
Web-centric environment, covering all aspects of official
travel, including travel planning, authorization, reservations,
ticketing, expense reimbursement, and travel management
reporting. The eTS provides the services of a Federal travel
management program as specified in §301-73.1(a), (b), and
(e) of this title.

Executive agency—An entity of the executive branch that
is an “executive agency” as defined in section 105 of title 5
U.S.C.

Extended Storage—Storage of household goods while an
employee is assigned to an official 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)

Federal traveler—For the purposes of 41 CFR
301-10.260-301-10.266 and 301-70.800-301-70.910, a per-
son who travels on a Government aircraft and who is either—

(1) A civilian employee in the Government service;
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(2) A member of the uniformed or foreign services of the
United States Government; or

(3) A contractor working under a contract with an execu-
tive agency.

Foreign air carrier—An air carrier who is not holding a
certificate issued by the United States under 49 U.S.C. 41102.

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

Full coach fare—The price of a coach fare available to the
general public on a scheduled air carrier between the day that
the travel was planned and the day the travel occurred.

Furnished meal—A meal provided to an employee, either
directly from the Government or as a result of the Govern-
ment paying a registration fee or other cost which allows the
employee to attend a conference or other event. If the Gov-
ernment has already paid for a meal, the employee must
deduct the allocated amount when filing their travel voucher.

Government aircrafi—An aircraft that is operated for the
exclusive use of an executive agency and is a—

(a) Federal aircraft, which an executive agency owns (i.e.,
holds title to) or borrows for any length of time under a bail-
ment or equivalent loan agreement. See 41 CFR 102-33.20 for
definition of all terms related to Federal aircraft, or

(b) Commerecial aircraft hired as commercial aviation ser-
vices (CAS), which an executive agency—

(1) Leases or lease-purchases with the intent to take
title,

(2) Charters or rents, or

(3) Hires as part of a full-service contract or inter-ser-
vice support agreement (ISSA).

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 commercial source.

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

Government Transportation Request (GTR) (Standard
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 all personal effects
belonging to an employee and immediate family members on
the effective date of the employee’s change of official station
orders (the day the employee reports for duty at the new offi-
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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: 5 U.S.C. 5707; 31 U.S.C. 1353;
49 U.S.C. 40118.

§301-2.1 Must I have authorization to travel?

Yes, generally you must have written or electronic autho-
rization prior to incurring any travel expense. If it is not 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 items in §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 care must I use in incurring
travel expenses?
You must exercise the same care in incurring expenses that
a prudent person would exercise if traveling on personal busi-
ness.

§301-2.4 For what travel expenses am I 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 accommodations or services unnecessary or unjustified in
the performance of official business.

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

You must have a specific authorization or prior approval
for:

(a) Use of first-class or business-class service on common
carrier transportation;

(b) Use of a foreign air carrier;

(c¢) Use of reduced fares for group or charter arrangements;

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

(e) Use of extra-fare train service;

() Travel by ship;

(g) Use of a rental car;

(h) Use of a Government aircraft;

(i) Payment of a reduced per diem rate;

(j) Payment of actual expense;

(k) Travel expenses related to emergency travel;

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

(m) Travel expenses related to travel to a foreign area;

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

(o) Travel expenses related to attendance at a conference;
and

(p) Due to an employee’s medical requirements or reli-
gious beliefs, payment of the full M&IE allowance even
though meals are furnished by the Government either directly
or through a registration fee or other payment for a conference
or other event, in accordance with §301-11.18(b).

Note to §301-2.5: Paragraphs (c), (i), (n), and (o) of this
section require a written or electronic advance authorization.

301-2-1
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Chapter 301—Temporary Duty (TDY) Travel Allowances
Part 301-11—Per Diem Expenses

§301-11.23

§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 a
complimentary meal(s) provided by a hotel/motel?
No. A meal provided by a common carrier or a complimen-
tary meal provided by a hotel/motel does not affect your per
diem.

§301-11.18 What M&IE rate will I receive if a meal(s) is
furnished by the Government or is included in the
registration fee?

(a) Exceptas provided in §301-11.17 or in paragraph (b) of
this section, your M&IE allowance must be adjusted for
meals furnished to you by the Government (including meals
furnished under the authority of Chapter 304 of this Title) by
deducting the appropriate amount shown in the chart in this
section for travel within CONUS and the chart in Appendix B
of this chapter for meal deductions for OCONUS and foreign
travel. The total amount of deductions made will not cause
you to receive less than the amount allowed for incidental
expenses.

Total

M&IE $39 $44 $49 $54 $59 $64
Continental

Breakfast/

Breakfast |............ 7 8 9 10 11 12
Lunch  |........ 11 12 13 15 16 18
Dinner  |......... 18 21 24 26 29 31
Incidentals |............ 3 3 3 3 3 3

(b) Your agency, at its discretion, may allow you to claim
the full M&IE allowance if:

(1) You are unable to consume the furnished meal(s)
because of medical requirements or religious beliefs;

(2) In accordance with administrative procedures pre-
scribed by your agency, you requested specific approval to
claim the full M&IE allowance prior to your travel;

(3) In accordance with administrative procedures pre-
scribed by your agency, you have made a reasonable effort to
make alternative meal arrangements, but were unable to do
so; and

(4) You purchase substitute meals in order to satisfy
your medical requirements or religious beliefs.

(c) In your agency’s discretion, and in accordance with
administrative procedures prescribed by your agency, you
may also claim the full M&IE allowance if you were unable
to take part in a Government-furnished meal due to the con-
duct of official business.

§301-11.19 How is my per diem calculated when I travel
across the international 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 authorize a rest period for me
while I 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-
tion if:

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

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

(3) Travel is by a direct or usually traveled route; and

(4) Travel is by coach-class service.

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

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

(a) 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 a travel status and paying per
diem or actual expenses or permitting your return to your offi-
cial 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 or after the non-workday(s).

Note to §301-11.21: If emergency travel is involved due to
an incapacitating illness or injury, the rules in Part 301-30 of
this chapter govern.

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

If required by your agency to return to your official station
on a non-workday, you will be reimbursed the amount allow-
able for return travel.

§301-11.23 Are there any other circumstances when my
agency may reimburse me to return home or to my
official station for non-workdays during a 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 official station under the
following circumstances:

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

301-11-3



§301-11.24

FEDERAL TRAVEL REGULATION

(b) The agency will realize 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 I receive if I
voluntarily return home or to my official station on
non-workdays during my TDY assignment?

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

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

Yes. You must provide a lodging receipt and a receipt for
every authorized expense over $75, or provide a reason
acceptable to your agency explaining why you are unable to
furnish the necessary receipt(s) (see §301-52.4 of this chap-
ter).

Note to 301-11.25: Hard copy receipts should be electron-
ically scanned and submitted with your electronic travel claim
when your agency has fully deployed ETS and notifies you
that electronic scanning is available within your agency (see
§301-50.3 of this chapter). You may submit a hard copy
receipt, in accordance with your agency’s policies, to support
a claimed travel expense only when electronic imaging is not
available within your agency.

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

If you travel to a location where the per diem rate is insuf-
ficient to meet necessary expenses, you may submit a request,
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
ManagementDivision|(PDTATAC), 20522-2902.
(MTT), Hoffman Building #1,
Washington, DC Room 836,
20405. 2461 Eisenhower

Ave.,

Alexandria, VA

22331-1300
301-11-4 (Amendment 2009-03)

§301-11.27 Are taxes included in the lodging portion of
the Government per diem rate?

No. Lodging taxes paid by you are reimbursable as a mis-
cellaneous travel expense limited 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 As a traveler on official business, am I
required to pay applicable lodging taxes?
Yes, unless exempted by the State of local jurisdiction.

§301-11.29 Are lodging facilities required to accept a
generic federal, state or local tax exempt certificate?
Exemptions from taxes for Federal travelers, and the forms

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

GSA Per Diem Rates webpage (http://gsa.gov/perdiem) pro-

vides more information on State tax exemptions.

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

You may request reimbursement on an actual expense
basis, not to exceed 300 percent of the maximum per diem
allowance. Approval of actual expenses is usually in advance
of travel and at the discretion of your agency. (See

§301-11.302.)

§301-11.31 Arelaundry, cleaning and 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 nights lodging 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
area per 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.
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§301-11.301

§301-11.32 May I be reimbursed 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 secure a room 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 acceptable 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—Lodgings Plus Per Diem

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

Lodgings-plus per diem?

When travel is more than 12 hours and overnight lodging
is required 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 I 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 allowance is

More than 12 but less than 24 hours

75 percent of the
applicable M&IE rate.

24 hours or more, |The day of departure |75 percent of the
on applicable M&IE rate.
Full days of travel 100 percent of the
applicable M&IE rate.
The last day of travel |75 percent of the
applicable M&IE rate.

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

§301-11.102 What is the applicable M&IE rate?

For days of travel which

Your applicable M&IE
rate is

Require lodging

The M&IE rate
applicable for the TDY
location or stopover
point.

Do not require
lodging, and

Travel 1s more than 12
hours but less than 24
hours.

The M&IE rate
applicable to the TDY
site or the highest M&IE
rate applicable when
multiple locations are
involved).

Travel is 24 hours or
more, and you are
traveling to a new
TDY site or stopover
point at midnight.

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

Travel is 24 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 a reduced per diem rate lower than the
prescribed maximum?

Under the following circumstances:
(a) When your agency can determine in advance that lodg-
ing and/or meal costs will be lower 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 is actual 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.

(Amendment 2009-03) 301-11-5



§301-11.302

FEDERAL TRAVEL REGULATION

§301-11.302 When should I request authorization for
reimbursement 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 acceptable to your
agency.

§301-11.303 What is the maximum amount that I may be
reimbursed under actual expense?

The maximum amount that you may be reimbursed under
actual expense is limited 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.
There is no authority to exceed this ceiling.

§301-11.306 What expenses am I required to itemize
under actual expense?

You must itemize all expenses, including meals, (each
meal must be itemized separately) for which you will be reim-
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
allowable 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
MA&IE rate for the locality concerned or a reduced M&IE rate,
it may or may not require M&IE itemization at its discretion.

Subpart E—Income Tax Reimbursement
Allowance (ITRA), Tax Years 1993 and 1994

General

§301-11.501 What is the Income Tax Reimbursement
Allowance (ITRA)?
The ITRA is an allowance designed to reimburse Federal,

State and local income taxes incurred incident to an extended
TDY assignment at one location.

301-11-6 (Amendment 2009-03)

§301-11.502 Who is eligible to receive the ITRA?
An employee (and spouse, if filing jointly) who was in 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.

§301-11.503 Are Federal Insurance Contribution Act
(FICA) and Medicare deductions included in any
reimbursement under this part?

No. Reimbursement is limited to income taxes.

Employee Responsibilities

§301-11.521 Must I file a claim to be reimbursed for the
additional income taxes incurred?
Yes. A claim must be submitted in accordance with your
agency’s policy.

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

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

§301-11.523 What documentation must I submit to
substantiate my claim?
Your agency will determine what documentation is suffi-

cient. (See §301-11.531.)

§301-11.524 What steps must my agency take to
determine my 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, and the appropriate RIT tax table(s) located at
www.gsa.gov/ftrbulletin; or

(b) Determine reimbursement as calculated in the illustra-

tion shown in §301-11.535.

§301-11.525 TIs the ITRA I receive taxable 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 I receive a lump 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.
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§301-11.527 If I elect a lump sum payment, how is the
ITRA paid?
(a) Reimbursement is as illustrated:

Lump Sum ITRA Tax Paid to Employee
ITRA reimbursement for tax year 1993 $14,435
Federal 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
is a final lump sum payment with no further reimbursement.
You will be responsible for any income taxes due on $19,307.

§301-11.528 If I do not elect lump sum payment is there
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 this title).
Agency Responsibilities

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

You must determine what documentation you require to 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’s and Form 1099’s.

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

(d) Any other documentation necessary to substantiate the
claim.

§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
the appropriate RIT tax table(s) located at www.gsa.gov/
ftrbulletin or as illustrated in §301-11.535.

§301-11.533 Are tax penalty and interest payments
reimbursable?

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 use to calculate
the amount of allowable reimbursement?
The tax tables for the year the tax was incurred are to be
used.

§301-11.535 How should we calculate the ITRA?
(a) Use the documents prescribed in §301-11.531 to calcu-
late the ITRA as follows:

(1) Determine Federal, State and local marginal tax
rates by using the procedures and the marginal tax tables
established for the relocation income tax allowance in
§302-11.7, §301-11.8 and the appropriate RIT tax table(s)
located at www.gsa.gov/firbulletin; 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 the state RIT tax table(s)
located at www.gsa.gov/ftrbulletin:

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 liability on adjusted taxable income:

(a) Federal 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
(Amendment 2009-03) 301-11-7
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For Tax Years 1993 or 1994
(Married Filing Joint Return)

Original|Recalculated

(6) Difference of total of column 1 minus total of column 2:

Additional Taxes Incurred due to travel Reimbursement—3$11,345

(7) Add to the tax difference:
(a) Penalty Payment imposed by IRS tax year 1993—1,500
(b) Interest Payment imposed by IRS tax year 1993—1,500

Total 6 and 7a and 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 Is the ITRA reimbursement considered to be
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 Are income taxes to be withheld from the
ITRA?
Yes, as determined by your internal tax withholding proce-
dures established for your agency pursuant to IRS procedures.

§301-11.538 May we offer a lump sum payment to cover
the income tax liability on the covered ITRA?
Yes, if the employee mutually agrees in writing to the lump
sum payment and understands that he/she is responsible for
any income taxes without further reimbursement. (See the

illustration in §301-11.527.)

§301-11.539 If the employee does not elect a lump sum
payment, how is the tax on the ITRA calculated?
The tax on the ITRA reimbursement should be calculated
using the Year2 formulas developed for the relocation
income tax allowance. (See §302-11.8.)

§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 Reimbursement
Allowance (ITRA), Tax Years 1995 and
Thereafter

General

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

301-11-8 (Amendment 2009-03)

§301-11.602 Who is eligible to receive the ITRA?

An employee (and spouse, if filing jointly) who was in 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.

§301-11.603 Are Federal Insurance Contribution Act
(FICA) and Medicare deductions included in any
reimbursement under this part?

No. Reimbursement is limited to income taxes.

Employee Responsibilities

§301-11.621 Must I file a claim to be reimbursed for the
additional income taxes incurred?
Yes, a claim must be submitted in accordance with your
agency’s policy.

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

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

ment assessed by the IRS is limited by law to tax years 1993

and 1994 only.

§301-11.623 What documentation must I submit to
substantiate my claim?
Your agency will determine what documentation is suffi-

cient. (See §301-11.631.)

§301-11.624 What steps must my agency take to
determine my 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 the appropriate RIT tax table(s) located at
www.gsa.gov/firbulletin; or

(b) Determine reimbursement as calculated in the illustra-

tion shown in §301-11.535.
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§301-11.625 Is the ITRA I receive taxable 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 I receive a lump 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 I elect a lump sum payment, how is the
ITRA paid?
(a) Reimbursement is as illustrated:

Lump Sum ITRA Tax Paid to Employee
ITRA reimbursement for tax year 1995 $14,435
Federal 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 on the ITRA is a
final lump sum payment with no further reimbursement. You
will be responsible for any income taxes due on $19,307.

§301-11.628 If I do not elect lump sum payment is there
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 this title).
Agency Responsibilities

§301-11.631 What documentation must the employee
submit to substantiate a claim?
You must determine what documentation you require to be
submitted with the employee’s claim. It may include:

(a) A certified statement as prescribed in §302-17.10 of
this title or a copy 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’s and Form 1099°s; and

(c) Any other documentation necessary to substantiate
your claim.

§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
the appropriate RIT tax table(s) located at www.gsa.gov/
ftrbulletin or as illustrated in §301-11.535.

§301-11.633 Are tax penalty and interest payments
reimbursable?
No. The reimbursement of penalty and/or interest pay-
ments assessed by the IRS is limited by law to tax years 1993
and 1994 only.

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

§301-11.635 How should we calculate the ITRA?

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

(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 the appropriate RIT tax table(s) located at
www.gsa.gov/ftrbulletin, or

(b) As calculated in the following illustration.

Example of calculating an employee’s tax return using the
marginal tax rate schedules in the state RIT tax table(s)
located at www.gsa.gov/ftrbulletin:

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
(Amendment 2009-03) 301-11-9
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For Tax Year 1995 and Thereafter
(Married Filing Joint Return)

Original|Recalculated

(5) Tax liability on adjusted taxable income:
(a) Federal (28%)

(b) State, VA (5.75% tax bracket)
(c) Local: Not applicable
(d) Total

17,516 *7,061
(15%)

3,597 2,707
0 0
21,113 9,768

(6) Difference of total of column 1 minus total of column 2:

Additional Taxes Incurred due to travel Reimbursement—$11,345

Total = ITRA—S$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 Is the ITRA reimbursement considered to be
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 Are income taxes to be withheld from the
ITRA?
Yes, as determined by your internal tax withholding proce-
dures established for your agency pursuant to IRS procedures.

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

301-11-10 (Amendment 2009-03)

any income taxes without further reimbursement. See the

illustration in §301-11.627.

§301-11.639 If the employee does not elect a lump sum
payment, how is the tax on the ITRA reimbursement
calculated?

The tax on the tax reimbursement should be calculated
using the Year2 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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§301-70.102

PART 301-70—INTERNAL POLICY AND PROCEDURE REQUIREMENTS

Subpart A—General Policies and Procedures

Authority: 5 U.S.C. 5707; 40 U.S.C. 121(c); Sec. 2, Pub.
L. 105-264, 112 Stat. 2350 (5 U.S.C. 5701 note), Office of
Management and Budget Circular No. A-126, “Improving the
Management and Use of Government Aircraft,” revised April
28, 2006, and OMB Circular No. A-123, Appendix B,
“Improving the Management of Government Charge Card
Programs,” revised April 2006.

§301-70.1 How must we administer the authorization and
payment of travel expenses?

When administering the authorization and payment of
travel expenses, you—

(a) 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, under rules
stated throughout this chapter;

(b) Should give consideration to budget constraints, adher-
ence to travel policies, and reasonableness of expenses;

(c) Should always consider alternatives, including telecon-
ferencing, prior to authorizing travel; and

(d) Must require employees to use the ETS to process
travel authorizations and claims for travel expenses once you
migrate to the ETS, but no later than September 30, 2006,
unless an exception has been granted under §§301-73.102 or
301-73.104 of this chapter.

Subpart B—Policies and 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 results in
the greatest advantage to the Government?

In selecting a particular 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 5 U.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 official 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 traveler, 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 governing policies must we establish
for authorization and payment of transportation
expenses?

You must establish policies and procedures governing:

(a) Who will determine what method of transportation is
more advantageous to the Government;

(b) Who will approve any of the following:

(1) Use of business-class service for airlines under
§301-10.124 and first-class service for air, rail, and ship under
§§301-10.123, 301-10.162, and 301-10.183 of this chapter;

(2) Use of a special-reduced fare or reduced group or
charter fare;

(3)Use of an extra-fare train service under
§301-10.164;
(4) Use of ship service;
(5) Use of a foreign ship;
(6) Use of a foreign 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 a POV advantageous to
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., commercially rented vehicles);

(g) What procedures an employee must follow when he/
she travels by an indirect route or interrupts travel by a direct
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

301-70-1
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(3) Residence and place of business other than office or
duty point.

§301-70.103 In what circumstance may we authorize use
of ship service?

Travel by ship is not generally regarded as advantageous.
You must determine that 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.

§301-70.104 What factors should we consider in
determining whether to require an employee to 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
require such a commitment when an employee or group of
employees requires the use of an automobile for official travel
on a frequent 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
alternative 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—Policies and Procedures Relating to
Per Diem Expenses

§301-70.200 What governing policies must we establish
for authorization and payment of per diem expenses?
You must establish policies and procedures governing:

(a) Who will authorize a rest period;

(b) Circumstances allowing a rest 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 his/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.

(¢) 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 individual case;

(g) If you will define a radius broader than the official sta-
tion in which per diem or actual expense will not be autho-
| rized; and

301-70-2

(h) Who will determine, and in what instances, an
employee will be able to claim the full M&IE allowance even
though meals are furnished to the employee by the Govern-
ment, in accordance with §301-11.18(b) and §301-11.18(c).

Subpart D—Policies and Procedures Relating to
Miscellaneous Expenses

§301-70.300 How should we administer the authorization
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—Policies and Procedures Relating to
Travel of an Employee with a Disability or
Special Need

§301-70.400 How should we authorize and administer the
payment of additional travel expenses for an employee
with a disability or special need?

You should authorize and administer the payment to rea-
sonably accommodate employee(s) with disabilities in accor-
dance with the Rehabilitation Act of 1973, as amended,
(29 U.S.C. 701-7961) and 5 U.S.C. 3102 and Part 301-13 of
this chapter. An employee with a special need should be
treated the same as an employee with a disability. You must
determine that additional travel expenses are necessary to
accommodate the employee’s needs.

§301-70.401 What governing policies and procedures

must we establish regarding travel of an employee with

a disability or special need?

You must establish the policies and procedures governing:

(a) Who will determine if an employee has a disability or
special need which requires accommodation, including when
documentation is necessary under  §§301-10.123,
301-10.124, 301-10.162, and 301-10.183, and when a deter-
mination may be based on a clearly visible physical condition;
and

(b) Who will determine how to reasonably accommodate

the employee and what expenses you will pay.
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