§301-52.14

§301-52.14 What must I do with any
travel advance outstanding at the
time I submit my travel claim?

You must account for the travel ad-
vance in accordance with your agency’s
procedures.

§301-52.15 What must I do with any
passenger coupon for transpor-
tation costing over $75, purchased
with cash?

You must submit the passenger cou-
pons to your agency in accordance with
your agency’s procedures.

§301-52.16 What must I do with any
unused tickets, coupons, or other
evidence of refund?

You must submit any unused tickets,
coupons, or other evidence of refund to
your agency in accordance with your
agency’s procedures.

[63 FR 15969, Apr. 1, 1998; 63 FR 35538, June 30,
1998]

§301-52.17 Within how many calendar
days after I submit a proper travel
claim must my agency reimburse
my allowable expenses?

Your agency must reimburse you
within 30 calendar days after you sub-
mit a proper travel claim to your agen-
cy’s designated approving office. Your
agency must ensure that it uses a sat-
isfactory 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 agen-
cy. Your agency could consider travel
claims electronically submitted to the
designated approving office as sub-
mitted on the date indicated on an e-
mail log, or on the next business day if
submitted after normal working hours.
However, claims for the following relo-
cation 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;
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(g) Use of a relocation services com-
pany;

(h) Home marketing incentive pay-
ments; and

(i) Allowance for property manage-
ment services.

[FTR Amdt. 92, 66 FR 21365, Apr. 21, 2000]

§301-52.18 Within how many calendar
days after I submit a travel claim
must my agency notify me of any
error that would prevent payment
within 30 calendar days after sub-
mission?

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 a
maximum time period of seven work-
ing days for notifying you that your
travel claim is not proper.

[FTR Amdt. 92, 65 FR 21366, Apr. 21, 2000]

§301-52.19 Will I receive a late pay-
ment fee if my agency fails to reim-
burse me within 30 calendar days
after I submit a proper travel
claim?

Yes, your agency must pay you a late
payment fee, in addition to the amount
due you, for any proper travel claim
not reimbursed within 30 calendar days
of your submission of it to the approv-
ing official.

[FTR Amdt. 90, 656 FR 3056, Jan. 19, 2000]

§301-52.20 How are late payment fees
calculated?

Your agency must either:

(a) Calculate late payment fees using
the prevailing Prompt Payment Act In-
terest Rate beginning on the 31st day
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) In addition to the fee required by
paragraphs (a) and (b) of this section,
your agency must also pay you an
amount equivalent to any late pay-
ment charge that the card contractor
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would have been able to charge you had
you not paid the bill.

[FTR Amdt. 92, 66 FR 21366, Apr. 21, 2000]

§301-52.21 Is there a minimum
amount the late payment fee must
exceed before my agency will pay it
to me?

Yes, a late payment fee will only be
paid when the computed late payment
fee is $1.00 or greater.

[FTR Amdt. 90, 65 FR 3056, Jan. 19, 2000]

§301-52.22 Will any late payment fees
I receive be reported as wages on a
Form W-2?

No, the Internal Revenue Service
(IRS) has determined that the late pay-
ment fee is in the nature of interest
(compensation for the use of money).
Your agency will report payments in
accordance with IRS guidelines.

[FTR Amdt. 90, 656 FR 3056, Jan. 19, 2000]

§301-52.23 Is the additional fee, which
is equal to any late payment charge
that the card -contractor would
have been able to charge had I not
paid the bill, considered income?

Yes, your agency will report this
payment as additional wages on Form
W-2.

[FTR Amdt. 90, 656 FR 3056, Jan. 19, 2000]

§301-52.24 Does mandatory use of the
Government contractor-issued trav-
el charge card change my obliga-
tion to pay my travel card bill by
the due date?

No, mandatory use of the Govern-
ment contractor-issued travel charge
card does not relieve you of your obli-
gation to pay your bill in accordance
with your cardholder agreement.

[FTR Amdt. 90, 65 FR 3056, Jan. 19, 2000]

PART 301-53—USING PRO-
MOTIONAL MATERIALS AND FRE-
QUENT TRAVELER PROGRAMS

Sec.

301-563.1 To whom do the pronouns ‘I,
‘“‘you’’, and their variants refer through-
out this part?

301-53.2 What may I do with promotional
benefits or materials I receive from a
travel service provider?

301-53.3 How may I use frequent traveler
benefits?
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§301-53.4

301-563.4 May I select travel service pro-
viders for which my agency is not a man-
datory user in order to maximize my fre-
quent traveler benefits?

301-53.5 Are there exceptions to the manda-
tory use of contract city-pair fares and
an agency’s travel management system?

301-53.6 Is a denied boarding benefit consid-
ered a promotional item for which I may
retain compensation received from an
airline whether voluntary or involun-
tary?

AUTHORITY: 5 U.S.C. 5707; 31 U.S.C. 1353.

SOURCE: FTR Amdt. 104, 67 FR 17947, Apr.
12, 2002, unless otherwise noted.

§301-53.1 To whom do the pronouns
“1”, “you”, and their variants refer
throughout this part?

The pronouns “I”, ‘“‘you’, and their
variants throughout this part refer to
the employee.

§301-53.2 What may I do with pro-
motional benefits or materials I re-
ceive from a travel service pro-
vider?

Any promotional benefits or mate-
rials received from a travel service pro-
vider 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.

§301-53.3 How may I use frequent
traveler benefits?

You may use frequent traveler bene-
fits earned on official travel to obtain
travel services for a subsequent official
travel assignment(s); however, you
may also retain such benefits for your
personal use, including upgrading to a
higher class of service.

§301-53.4 May I select travel service
providers for which my agency is
not a mandatory user in order to
maximize my frequent traveler ben-
efits?

No, you may not select a traveler
service provider based on whether it
provides frequent traveler benefits.
You must use the travel service pro-
vider for which your agency is a man-
datory user. This includes contract
passenger transportation services and
travel management systems. You may
not choose a travel service provider to



