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Presenter
Presentation Notes
Scope of this presentation: this presentation assumes knowledge of the basics of the Federal Travel Regulation (i.e. transportation, lodging, and M&IE) and covers ethics and less common situations such as non-Federal source travel, other-than-coach class travel, etc. Format: sixty minutes for the presentation, ten minutes for Q&A. Please hold questions until the end. You can also reach me by email at the address on the last slide.About me: I’m an attorney in the GSA Office of General Counsel, and I’ve been involved with travel issues since January 2009. My clients include the Office of Government-wide Policy, which writes the FTR, and the GSA Office of Administrative Services, which promulgates and administers travel policy within GSA. I also work with the attorneys who advise FAS on CityPairs and SmartPay®. If you have a question about those programs, I’ll try my best to answer them, but I may have to refer you to their counsel. 
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The Big Picture 

• The FTR is designed to allow agencies to efficiently accomplish 
their missions that require Government-paid travel. 

• Systems won’t get in the agency’s way of authorizing travel 
because we assume agency leadership will exercise good 
judgement in when to authorize travel, and what is authorized. 

• But travel decisions are always reviewed, audited, and reported 
on. 
 
 

For all slides: check the speaker’s notes for more info 

Presenter
Presentation Notes
(This is a slide added after SmartPay® Training Forum 2018)Last updated August 14, 2018.  Please feel free to use these slides as a resource and distribute within the Federal Government as appropriate. I usually update this slide deck around July or August of each year. You can email me at jeremiah.strack@gsa.gov for an up-to-date deck.The Federal Travel Regulation (FTR) is the Government-wide travel regulation for Executive branch civilian employees, and is in the Code of Federal Regulations at Title 41, Chapters 300-304. For example, “FTR 304-3.13” really means 41 CFR sec. 304-3.13. You can access the FTR  and all FTR Bulletins online at http://www.gsa.gov/federaltravelregulation. The U.S. Code (abbreviated USC, such as 31 USC sec. 1349) is available at http://uscode.house.gov/. Other sources will have URLs when available.
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Today’s Agenda 1 of 2: Transportation 

• Classes of Airline Accommodation 
• Use Private and Government Aircraft 
• City-Pairs 
• Routing Travel 
• Types of Rail Transportation 
• Rental Cars, Government Cars, and TNCs 
• Promotional Benefits 
• Denied Boarding Compensation 
 

 
 

Presenter
Presentation Notes
The past year have seen a number of policy changes involving transportation in particular, and increasing public attention to issues of Government spending on employee transportation. I’ll take some time today to go over the recent changes and discuss the policy requirements for arranging transportation.
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Today’s Agenda 2 of 2: Everything Else 

• SmartPay® Travel Card 
• Non-Federal Source Travel 
• Conferences 
• Actual Expenses 
• Commercial Lodging 

• Peer-to-Peer Lodging 
• Travelers with Special Needs 

Presenter
Presentation Notes
This presentation doesn’t address internal agency policy, including the Joint Travel Regulations issued by DoD. However, I’ve provided some examples of hypothetical policies agencies could implement.
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Coach Class Air 

• Coach class is the default 
• Coach-class seating upgrade allowed subject to agency policy 
• First class and business class airline accommodations can only 

be used in limited circumstances. In most of these 
circumstances, the FTR gives agencies discretion to not 
authorize other-than-coach class travel 

• Premium Class Travel Reports 

Presenter
Presentation Notes
Coach class is the default: FTR 301-10.122Coach-class upgrades: agency can pay, subject to internal policies, as long as the seat is still in the coach-class cabin (FTR 301-10.124, 301-70.102(k)). For example, your agency could set up an 8-hour rule (i.e. allowing a coach-class upgrade up to a certain dollar limit for flights over eight hours).No blanket authorizations for other than coach class air accommodation: FTR 301-10.123, note 2.�Agency discretion: agencies are required to make reasonable accommodations for employees with medical disabilities or special needs. For every other first and business class exception in the FTR, agency can deny even when the conditions are met, or set higher/additional conditions (for example, adding that the business class premium can be no more than $2,500 under the 14 hour rule). Check agency policy, though, as the agency may bind itself. If you write the agency policy, you may want to check and see if want to make your language a little less obligatoryAgencies report data on other-than coach class authorizations (air and rail) to GSA: FTR 300-70.100 through 300-70.103. Data is reported to GSA trip by trip. Agencies retain control of those records, but GSA will release aggregate data (for example, in response to a question from Congress), and agencies may have to release pursuant to FOIA.Additional guidance on Premium Class Travel Reports: https://www.gsa.gov/policy-regulations/policy/travel-management-policy/travel-reporting/premium-class-travel-reports/premiumclass-travel-pct-report-guidelines
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First Class Air Exceptions 

• No coach class reasonably available within 24 hours 
• Accommodate a disability or special needs 
• Exceptional security requirements 
• Required for agency mission 
• Upgrade at personal expense 

Presenter
Presentation Notes
All other-than coach class exceptions: FTR 301-10.123Other travel matters related to disability and special needs are addressed on slide 24Medical certification requirements: (check with your agency Civil Rights counsel for implementation)(A) A written statement by a competent medical authority stating that special accommodation is necessary;(B) An approximate duration of the special accommodation; and(C) A recommendation as to the suitable class of transportation accommodations based on the disability.When a medical certification doesn’t specify the class of travel required, agencies may have discretion to accommodate with special coach class seats (such as bulkhead, premium plus, or adjacent seats). See, e.g., In Re Mickelberry, GSBCA No. 16438-TRAV (Oct. 20, 2004) at https://www.gsbca.gsa.gov/travel/u1643820.pdf.Attendants: If you are authorized under FTR 301-13.3(a) to have an attendant accompany you, your agency may also authorize the attendant to use other than coach-class accommodations if you require the attendant’s services en route.Exceptional security requirements:FTR has three examples (including, but not limited to):(i) Use of coach-class accommodations would endanger your life or Government property;(ii) You are an agent on protective detail and you are accompanying an individual authorized to use other than coach-class accommodations; or(iii) You are a courier or control officer accompanying controlled pouches or packages;When an Executive branch official is authorized a 24-hour protective detail due to threats against the official’s life, if first class travel is also requried, the official would be authorized under that first example, and their protective detail would be authorized under the second.Upgrade at personal expense: includes using frequent flyer miles the employee earned on official travel (see slide 16), or when an airline changes a reservation for reasons beyond the employee’s control (such as involuntary bumping). �
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Business Class Air Exceptions 1 of 2 

• Accommodate a disability or special need 
• Exceptional security requirements 
• Inadequate sanitation or health standards in coach class on a 

foreign carrier 
• Regularly scheduled flights provide only other-than-coach class 

accommodations 
• Non-Federal source pays costs 
• 14-hour Rule 

Presenter
Presentation Notes
Disability or special need: same as first classExceptional security requirements: same as first classInadequate sanitation: when coach class is used for livestock (this is not a joke)Only other-than-coach class accommodations: the corollary to the Acela rule for trainsNon-Federal source pays: NFS has to pay in advance, and offer comparable accommodations to other similarly situated attendees (e.g. they give business class air accommodations to other speakers) (FTR 304-5.5)14-hour rule: the origin and/or destination are OCONUS; the scheduled flight time, including layovers and change of planes, is in excess of 14 hours; and there’s no rest stop authorized. 
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Business Class Air Exceptions 2 of 2 

• Overall cost savings 
• No coach class seats available in time to accomplish the 

mission 
• Required for agency mission 
• Upgrade at personal expense 

Presenter
Presentation Notes
Overall cost savings: very rare to see this happenNo coach class seats available in time to accomplish the mission: less strict than the first class equivalent.Upgrading at personal expense: _CA fares cannot be upgraded from coach to business class. If an employee is able to book a _CA fare, and later wants to upgrade it to a business class seat for personal reasons, the employee is also responsible for the cost of “upgrading” from a _CA fare to a YCA fare. 
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Use of Private and Government Aircraft 

• Charter aircraft are treated as Government aircraft 
• An agency employee may use his or her privately-owned aircraft 

for official travel. The employee will be reimbursed on a mileage 
basis, up to the constructive cost (usually of travel by common 
carrier) 

• Travel on Government aircraft (except on a space-available 
basis, to meet mission needs, and for required use travelers) 
must be approved by the White House 

• Gifts of air travel may be an FTR 304 non-Federal source offer 

Presenter
Presentation Notes
Charter aircraft: subject to the same rules as Government aircraft. FTR 301-10.111.  Misuse of charter aircraft has resulted in enormous personal costs (see July 13, 2018 DHHS OIG report at https://oig.hhs.gov/oas/reports/region12/A121700002.asp)White House approval required for use of Government aircraft: https://www.whitehouse.gov/sites/whitehouse.gov/files/omb/memoranda/2017/m-17-32.pdfThe plane-pool: How does an agency reimburse an employee for use of their privately-owned aircraft, and several other employees fly with them? Employees may use a privately-owned vehicle (POV) for official travel when authorized by their agency (FTR 301-10.300) and be fully reimbursed at the specified mileage rate when authorized (FTR 301-10.303). In addition, when an agency authorizes travel by common carrier or rental vehicle, the employee still has the option to use their POV (FTR 301-10.309), but their mileage reimbursement is limited to what the agency would have paid for the common carrier transportation (FTR 301-10.310). A mileage rate is specified for privately owned airplanes (FTR 301-10.303), and employees using a privately owned airplane may also be reimbursed for associated airport fees (FTR 301-10.304). FTR 301-10.305 and 307 regulate how reimbursement is handled when more than one employee travels by the same POV. There's nothing in these regulations that prevent more than one employee from traveling by the same privately owned airplane, so long as only one of the employees (presumably the owner) is reimbursed.Gifts of air travel: We’ll discuss accepting non-Federal source travel on slide 19. For other gift acceptance, please consult your agency counsel.
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City-Pair Program 

• Required for Official Travel Unless: 
– Space not available to accomplish the mission 
– Contract schedule not consistent with agency policy 
– A non-contract carrier offers a cheaper fare  
– Rail used instead 
– Smoking flight 

• Cannot be used for personal travel 
• _CA vs. YCA 

 

Presenter
Presentation Notes
Required, including for business class (when awarded): FTR 301-10.106 (also the FY 2018 CityPair contract)Exceptions: FTR 301-10.107, .108Lower fare: When offered by a non-contract carrier, must be available to the general public (not a Government-only me-too fare). Must be booked through the agency TMC (regardless of where the fare is discovered). These fares are usually non-refundable, so agency has to conduct the analysis in FTR 301-10.108 before authorizing. However, once authorized, if the trip is cancelled by the agency, the agency reimburses for anything that’s not recovered in cancelling. See also FTR Bulletin 13-03.Not used for personal travel: FTR 301-10.110. When possible, book the _CA fare, as it’s less expensive; a prudent traveler would book the less expensive fare that accomplishes the mission (FTR 301-2.3).
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Routing Travel 

• Employees must travel to their destination by the usually 
traveled route unless their agency authorizes or approves a 
different route as officially necessary 

• Travel is presumed to start and end at the official station 
• Reimbursement for interrupted/indirect travel will be limited to 

the cost of travel by a direct route or on an uninterrupted basis 

Presenter
Presentation Notes
Travelers who combine official and personal travel are considered to be traveling by an indirect or interrupted route. Under FTR 301-10.8, their reimbursement will be limited to the cost of travel by a direct route or on an uninterrupted basis. The traveler will be responsible for any additional costs. Typical scenario is that an employee wants to visit a point that’s not on the direct route to or from the TDY point during a non-workday or annual leave. For example, if I wanted to visit family in North Carolina on the way back from this training forum, the DC->NOLA trip is on City-Pairs, while the NOLA->NC->DC trip is on publically available fares (and reimbursed up to the cost of a NOLA->DC City-Pairs fare).Travel by direct route: FTR 301-10.7Official travel presumed to start and end at official station: Robert F. Teclaw, CBCA 1572-TRAV (available at http://www.cbca.gsa.gov/files/decisions/2009/DANIELS_06-08-09_1572-TRAV__ROBERT_F_TECLAW_508.pdf), citing Lawrence O. Hatch, B-211701 (available at https://www.gao.gov/products/423456), “No authority exists for the payment of travel and transportation allowances in excess of those that would be incurred by the direct and usually traveled route between the employee's permanent station and temporary duty point and return in the circumstances presented.”Reimbursement limited to travel by direct route: FTR 301-10.8When an employee is away from their duty station on leave, the agency may authorize the employee to depart from the leave point. An agency may reimburse an employee who knew of the need to curtail their leave to perform at their official station before departing on annual leave if (a) the employee's return to PDS is contingent on continued agency efforts to nullify the circumstance(s) requiring the employee's return (Delbert C. Nahm, B-191588, (Jan. 2, 1979)  (available at https://www.gao.gov/products/108265) or (b) if upon inquiry by the employee prior to departure on leave, the agency has led the employee to reasonably believe that the employee's return expenses would be paid by the Government, and an urgent official need exists for the employee's services. Brian Tse, 2015-1 B.C.A. (CCH) P36,152, (Nov. 4, 2015) (available at https://www.cbca.gov/files/decisions/2015/SOMERS_11-04-15_4738-TRAV__BRIAN_TSE.pdf).
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Types of Rail Transportation 

• Coach is the default again 
• Other-than coach class can be authorized if an exception is met 
• Extra-fare trains 

Presenter
Presentation Notes
Rail transportation rules: FTR 301-10.160 through 301-10.164Exceptions to use of coach class: FTR 301-10.162Coach not availableSpecial need or disabilityExceptional security requirementsSanitationOther agency reasonAt own expenseExtra-fare trains require special authorization (but not a separate authorization if using the lowest class available, even though this lowest class is usually described as business): FTR 301-10.164Note that there’s no prohibition on blanket authorizations for extra-fare railUse of extra-fare trains doesn’t require a Premium Class Travel Report (see “Additional Guidance” at https://www.gsa.gov/policy-regulations/policy/travel-management-policy/travel-reporting/premium-class-travel-reports/premiumclass-travel-pct-report-guidelines)
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Rental Cars 

• Rental car has to be specifically authorized 
• “Should consider” renting through the DTMO Car Rental 

Agreement 
• Default is least expensive compact car, with exceptions 
• No reimbursement for pre-paid refueling 
• No reimbursement for CDW or theft insurance in CONUS 
• OCONUS: CDW/theft insurance can be reimbursed if required 

by law/agency policy permits 
• Personal accident insurance is always a personal expense 

Presenter
Presentation Notes
Rental car requires specific authorization: FTR 301-2.5(g)DTMO: not mandatory (FTR 301-10.450(b)), but advantages includes pre-negotiated rates, unlimited mileage, any Federal Government traveler can drive, and age minimum of 18 years. More information at http://www.defensetravel.dod.mil/site/rentalCar.cfmLeast expensive compact: FTR 301-10.450(c)Pre-paid refueling: FTR 301-450(d). Rental companies charge if you don’t return a car with a full tank of gas, typically with a refueling surcharge of 50% to 100% of the cost of gas. E.g., if gas is selling at $3.00/gallon on average, and your car needs 5 gallons upon return, the company may charge ($3.00 x 150%) x 5 = $4.50 x 5 = $22.50 to fuel up the car. Alternatively, some will offer to “sell the fuel in the car” at market rates, and won’t charge if the car is returned empty. For example, if the car has 25 gallons of gas in it, and gas sells for $3.00/gallon on average, the employee can pre-pay $75.00 and not have to refuel before returning the car. Compared to these two options, it is almost always more cost effective for employee to refuel at an unaffiliated gas station near the rental return location. If that’s not possible, or nearby location isn’t safe, agency may reimburse for the refueling surcharge.Insurance: FTR 301-10.451. The Government is generally a self-insurer (in addition, the DTMO agreement has some built-in coverage). For OCONUS travel, only collision damage waiver and/or theft insurance is reimbursable. Personal insurance is always a personal responsibility. 
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Government-Furnished Automobiles 

• Only use for official purposes 
• One month or more suspension, or termination, for misuse 
• On official travel, “official purposes” includes driving to 

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 

• Non-Gov’t passengers: check agency policy 

Presenter
Presentation Notes
Suspension or termination for misuse: 13 USC sec. 1349(b)In addition to disciplinary/criminal penalties, employees are personally liable for any additional cost resulting from unauthorized use of a Government vehicle: FTR 301-10.202Official purposes for Government-furnished automobile includes driving to places necessary for the employee’s sustenance, comfort, and health: FTR 301-10.201Policy rationale: an employee on a longer detail (e.g. 90 days) is likely to be authorized to use a vehicle rather than incur repeated taxi costs, but still has human needs to attend to. Although the FTR’s list is not exclusive, keep in mind the condition of “necessary for the employee’s sustenance, comfort, and health.” Also keep in mind that Government vehicles have distinctive US Government license plates. We expect employees on official travel to exercise good judgment in where to pilot a Government vehicle.At GSA, we don’t allow non-Government passengers without prior written approval of supervisor except in emergency situations 
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TNCs 

• Transportation network companies (TNCs) and innovative 
mobility technology companies are equivalent to taxis 

• If a TNC offers different tiers of accommodation, the prudent 
traveler rule applies 

• Check agency policy 

Presenter
Presentation Notes
TNCs and innovative mobility technology companies are equivalent to taxis: FTR 301-10.420Prudent travel rule: FTR 301-2.3 (“You must exercise the same care in incurring expenses that a prudent person would exercise if traveling on personal business.”) TNCs offer different classes of service, such as pool vehicles, larger vehicles, and luxury vehicles. You’re not required to use a carpool by the FTR, but use of a large/XL vehicle has to be authorized by your agency (for example, if you have a lot of equipment or passengers). An agency could theoretically authorize use of a luxury vehicle, but it’s hard to imagine how that could be justified.Agency policy might require consideration of less expensive means of ground transportation, like transit systems or hotel courtesy shuttles, or have rules on use of TNCs during “surge pricing”.
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Promotional Benefits 

• Promotional benefits earned on official travel may be retained 
for personal use. 

• Does not apply to promotional benefits for planning and/or 
scheduling an official conference. 

• Applies to promotional benefits offered to the general public, 
and with no additional cost to the Government. 

Presenter
Presentation Notes
Personal use of promotional items: FTR 301-53.3. The Note to that section discusses promotional benefits for conference planning. This comes up when an organizer books a block of rooms, and the hotel will offer the organizer some benefit such as loyalty points or a personal upgrade to a suite. We advise negotiating with the hotel for them to take back the benefit and reduce cost or include extra services.General public, no additional cost to Government: FTR 301-53.2Not mandated by contracts: in contrast to denied boarding benefits (see FTR 301-53.6, and next slide)If using a purchase card or fleet card, see Smart Bulletin No. 024 at https://smartpay.gsa.gov/sites/default/files/downloads/SP%20SmartBulletin%20No.%20024%20-%20Reward%20Programs%20%281%29.pdf
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Denied Boarding Compensation 

• Gov’t traveler voluntarily vacates an overbooked flight: 
employee can keep the compensation. Employee bears costs of 
extra travel expenses, and may have to take leave for delay. 

• Gov’t traveler is involuntarily bumped from an overbooked flight: 
compensation must be in the form of a check payable to the 
Treasurer of the United States. 

Presenter
Presentation Notes
Denied boarding compensation has unique regulatory requirements and effects. On overbooked flights, the airline is required to first request volunteers and offer compensation of the airline’s choosing (voluntary vacating). Only after requesting volunteers may the airline deny boarding (involuntarily bumping). Airline must offer to compensate for involuntary bumping with cash/check.Overbooked flights regulated by 14 CFR 250.9 (available at https://www.faa.gov/regulations_policies/faa_regulations/).Voluntary vacating seat: FTR 301-10.117Involuntarily bumping: FTR 301-10.116Note these rules apply only to flights that are overbooked. When a flight is cancelled or delayed, the terms and conditions of the ticket apply.
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SmartPay® Travel Card 

• Must use for all expenses directly related to official travel, unless 
impractical, imposes unreasonable costs, or employee is 
exempt. 

• Exemptions for employees with pending applications, when card 
would adversely affect mission or safety, or employee not 
eligible. 

• Agencies set specifics of use and penalties for misuse. 
• Agency can also make its own exemptions. 

 

Presenter
Presentation Notes
FTR on SmartPay® Travel Charge Card was updated in September 2016 (81 FR 63137), available at https://www.federalregister.gov/.Mandatory use: You have to charge the expenses directly related to travel (FTR 301-51.7) to a SmartPay® travel card. That would be transportation expenses (although those can be charged to a centrally bill account), lodging, and meals. Exemptions: The FTR also used to have more exceptions (examples: taxi, laundry, parking), but that’s been massively reduced (FTR 301-51.2, .3). Most of those places now take charge cards, so there’s less need. We still let agencies establish their own exemptions (FTR 301-51.4).Why is use mandatory? It’s a statutory requirement (Public Law 105-264, available at http://uscode.house.gov/statutes/pl/105/264.pdf, implemented in FTR Part 301-51); it helps Government collect spending data and ensure accountability; and, the Government gets rebates for use.
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Non-Federal Source Travel 

• Authorized by 31 U.S.C. sec. 1353 and implemented in FTR 
Chapter 304 

• Acceptance is by the agency, not the employee personally. 
• After the fact authorization (FTR 304-3.13) is only for limited 

circumstances, when neither the agency or employee knew 
about the offer before travel began. 

Presenter
Presentation Notes
Non-Federal source (NFS) offers: the employee/agency cannot solicit (FTR 304-3.5). Absolutely wrong to say “I won’t go to your conference unless you pay for it.” You can inform an NFS of the 1353 authority (FTR 304-3.6), but have to be careful because nearly anything, in context, could appear suspect. There are no magic words to avoid something becoming solicitation. Evaluation: 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 facts relevant to a particular case to question the integrity of agency programs or operations. (FTR 304-5.3)Agency acceptance: the employee is on official duty during an NFS trip, and is actually entitled to reimbursement of their actual and necessary travel expenses. Conclusion: employee cannot be their own NFS; if NFS reneges, the employee is still paid; FTR rules will be different from Office of Government-wide Ethics rules; conflict analysis is about agency and source, not about employee and source; absolutely never allow employee to accept cash, check in employee’s name, or direct EBT/wire reimbursement.After the fact authorization: if either the agency or employee have prior knowledge of an offer, the authorization has to be made before travel begins. Sometimes, that means your agency won’t have time to process an NFS offer. In those cases, your agency cannot accept the offer.Discipline: agencies direct employees to pay the general fund of the Treasury, an amount equal to any payment the employee accepted; and employee cannot be reimbursed by agency. This is a stiff penalty, so most agencies only employ against flagrant violators. (FTR 304-3.18)
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Conferences 

• When lodging expenses are above per diem levels, the agency 
may authorize actual expense reimbursement 

• Agency may provide meals and/or light refreshments at a 
conference under three-part test 

Presenter
Presentation Notes
Actual expense reimbursement: next slideMeals and light refreshments three-part test: Comptroller General decision B-300826, March 3, 2005 (available at http://www.gao.gov/products/A18797), citing the Government Employees Training Act (5 USC sec. 4109 in particular).(1) meals/refreshments are incidental to the conference,(2) attendance at meals/refreshments is important for employees' full participation in the conference, and(3) meals/refreshments are part of a formal conference that includes not just the meals/refreshments, but also substantial functions occurring separately from when the food is served.Level of formality: The same as what one would expect of a conference sponsored by a nongovernmental entity. Thus, a formal conference must involve topical matters of interest to, and the participation of, multiple agencies and/or nongovernmental participants. In addition, a formal conference would include, among other things, registration, a published substantive agenda, and scheduled speakers or discussion panels. Meetings discussing business matters internal to an agency or other topics that have little relevance outside of the agency do not constitute formal conferences. For example, day-long quarterly supervisors meetings discussing general business/management topics, suggestions, issues, and problems of the agency are not formal conferences.
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Actual Expense Reimbursement 

• Capped at 300% of applicable total per diem rate (lodging and 
M&IE combined) 

• Agencies can cap at a lower level (e.g. of 300% of lodging only) 
• Some agencies have unique authority to go above the 300% 

cap 

Presenter
Presentation Notes
FTR 301-11.300 to 306. As an example, GSA authorizes up to 300% of the total per diem rate, and then subtracts out the M&IE component. For example, if the lodging rate for an area is $100/night, and the M&IE rate is $50, GSA would authorize lodging at actual expense of up to ($100 + $50) x 300% - $50 = $400/night.The actual expense reimbursement is limited to 300% of the combined lodging and M&IE per diem rate, unless the agency has a unique authority to go above. Check with your agency counsel to see if your agency about this as the examples we’ve seen show up in appropriations bills.
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Commercial Lodging 

• FTR: Employees’ first consideration should be given to using 
FedRooms®, but there is no requirement to use a FedRooms® 
property 

• Your agency may have a mandatory preferred lodging program 
• Non-optional fees (resort fees, urban destination fees, etc.) are 

reimbursable as a miscellaneous expense 
 

Presenter
Presentation Notes
First consideration should be given to FedRooms®: FTR 301-11.11(c)Non-optional fees are reimbursable: FTR 301-12.1
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Peer-to-Peer Lodging 

• Considered non-conventional lodging (i.e. can be used when 
conventional lodging is in short supply) 

• Also requires exception from use of ETS/TMC 
• But things may change… 

Presenter
Presentation Notes
Peer-to-peer lodging means a platform (usually online) for arranging lodging at non-commercial properties. For example, an online app that lets homeowners rent out a room in their house on a day-to-day basis. The important questions are (a) what kind of lodging the employee ultimately uses, and (b) whether the employee is required to use the agency's travel management contractor or ETS. Regarding the type of lodging, because the rooms listed on a peer-to-peer lodging platform are usually from personally-owned residences, they would be considered "non-conventional lodging" under the FTR. The FTR provides, in FTR 301-11.12(a)(4), that non-conventional lodging includes "rooms not offered commercially but made available to the public by area residents in their homes," which appears to best fit the description of rooms offered on the platform. Listing a room on a marketplace such as Airbnb is not enough to say the room is "offered commercially;" the room would have to be part of a conventional lodging facility, which includes hotels, motels, boarding houses, and similar establishments.FTR 301-11.12(1)(a) states that employees on official travel "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 facilities are in short supply because of an influx of attendees at a special event (e.g., World’s Fair or international sporting event)." As such, because the rooms offered on Airbnb are typically non-conventional lodging, usually it can be used only if conventional lodging are unavailable or in short supply.If conventional lodging is available on a peer-to-peer lodging platform, employees would still be required to follow FTR part 301-50, which generally requires use of the agency's travel management contractor and e-Gov Travel Service. There are exceptions to this requirement for when use of ETS or a travel management service is an unreasonable burden on mission accomplishment, when use would compromise national security, or when use might endanger the employee's life. When non-conventional lodging is necessary, the "unreasonable burden on mission accomplishment" exception to use of ETS applies, because it's not reasonable to expect a non-conventional lodging facility to be listed on ETS. In such a situation, use of a peer-to-peer lodging platform could be authorized. Outside of those exceptions, though, if it's possible to book conventional lodging on a peer-to-peer lodging platform, it should be equally possible on the ETS, and therefore the ETS would have to be used. Things may change: agencies have expressed interest in getting peer-to-peer lodging platforms into ETS systems (especially where commercial lodging is limited)
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Travelers with Special Needs 

• Other-than coach class or coach-plus air accommodation 
• Specialized transportation 
• Travel for a family member or other attendant 
• Services of an attendant 
• Baggage handling costs 
• Wheelchair rental or transportation 

 

Presenter
Presentation Notes
Travelers with special needs: FTR 301-13.1 through 301-13.3Use of coach-class situations (such as bulkhead seats or side-by-side seats) may suffice if supported by physician: Margaret M Tardif, GSBCA No. 16664-TRAV (available at https://www.gsbca.gsa.gov/travel/u1666413.pdf)
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Contact Info 

Jeremiah Strack 
Senior Assistant General Counsel 
General Services Administration 

 
• Email: jeremiah.strack@gsa.gov 
• Phone: 202-501-0496 

 

mailto:jeremiah.strack@gsa.gov
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