FEDERAL AVIATION ADMINISTRATION
March 7, 2002

FEDERAL AVIATION ADMINISTRATION TRAVEL POLICY
AMENDMENT 15

TO: Asociate Administrators, Assstant Adminigtrators, Chief Counsd, and Staff Offices

SUBJECT: Federd Avigion Adminigration Travel Policy (FAATP); Revisonsto the Method
of Paying Subsistence Expenses, and Elimination of the Provisons Governing Trave
Promotiona Materias.

1. What isthe purpose of this document? Thisamendment revises the 1998 Edition of the
Federd Aviation Adminigration Travel Policy (FAATP) to apply to the Washington, DC
areathe method for computing the per diem rate for extended stay assgnmentswhich is
currently applicable to other localities within the continental United States (CONUS) by
diminaing the $102 fixed rate per diem currently gpplicable to the Washington, DC area.
Thisamendment dso eiminates the FAATP provisions governing the use of promotiona
materials earned in connection with officid busnesstravel.

2. When aretheserevisions effective? The revisons are effective asfollows

a. For the provisons rdating to computation of the per diem rate for extended stay
assgnments in the Washington, DC, ares, the revisons are effective for travel on or after
February 15, 2002.

b. For the provisons related to the use of promotiona materials earned in connection with
officid busness, the revisons are effective on January 1, 2002.

3. Who should we contact for further information? Sandra Cavanaugh, (202) 267-9595.

4. Background.

a FAA has adgnificant number of employees performing extended stay assgnments.
An extended stay assgnment is defined in Federa Aviation Adminigration Trave
Policy (FAATP) 8§ 300-3.10 astravel which involves atemporary duty assgnment
which lasts 31 caendar days or more or atemporary duty assgnment thet involves
training which lasts 16 class days or more.

b. Mogt employees performing extended stay assgnments have the ability to reduce
subsistence cogts by staying at facilities that offer a reduced lodging cost for extended
stays and by using cooking facilities in the extended stay facilities. Consequently,
FAA pays areduced fixed rate per diem for subsistence expenses related to an
extended stay assgnment equa to 60 percent of the maximum lodging amount of the
gpplicable per diem rate plus 60 percent of the medls portion of the gpplicable med
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and incidental expense (M&IE) alowance and 100 percent of the incidental expense
portion of the gpplicable M& IE dlowance. The reduced rate equitably reimburses
employees while lowering FAA’s codts for extended stay assgnments.

Prior to January 1999, GSA issued asingle per diem rate for the Washington, DC,
area, which included the cities of Alexandria, Falls Church, and Fairfax, and the
counties of Arlington, Loudoun, and Fairfax in Virginia; and the counties of
Montgomery and Prince George'sin Maryland. 1n 1998, the gpplicable rate for the
Washington, DC areawas $168 per day, which was comprised of $126 per day for a
maximum lodging amount and $42 per day for the M&IE dlowance. Under the
FAATP, the gpplicable fixed rate per diem for an extended stay assgnment in
Washington, DC, areawas $102 per day.

On December 2, 1998, the Genera Services Administration (GSA) issued Federd
Travel Regulation (FTR) Amendment 75 (63 FR 66674), which modified the method
by which subsistence expenses were paid during calendar year 1999. FTR
Amendment 75 split the Washington, DC, areaiinto separate subdivisons, and
established a separate per diem rate for each subdivison of the locality. The per diem
rates for dl subdivisons of the Washington, D.C., area except Alexandria Virginia,
were lower than the previous rate for the Washington, D.C., area, with the per diem
rates ranging from $113 for Loudoun County (including Dulles Airport) to $168 for
Alexandria The per diem rate for Washington, D.C., was $161, which was a
reduction of $7.

The lower per diem ratesled to an inequitable result for FAA employees performing
extended stay trave in the Washington, D.C., area since there are fewer extended stay
facilities, and many of the facilities are not located in the same subdivision in which

the employee would be working. In addition, while rates for short term lodging
accommodations may vary significantly between the subdivisions, the cost of
extended stay facilities had less variance. Therefore, FAA issued FAATP
Amendment 3, which established afixed rate of $102 per day for extended stay
assgnments, which continued the higher fixed rate in effect prior to the issuance of
FTR Amendment 75. FAA sdlected the $102 per day rate because that was the rate
gpplicable to the subdivison (Alexandria, VA) with the highest per diem rate usng
the 60 percent cal culation discussed in paragraph b above.

On December 2, 1999, GSA issued FTR Amendment 87 (64 FR 67670), which
modified the method by which subs stence expenses were paid during calendar year
2000. FTR Amendment 87 recondtituted the Washington, DC area, and established a
per diem rate of $164 per day for the entire area. The extended stay assgnment fixed
rate would have been $99 using the 60 percent cal culation discussed in paragraph b.
However, because the extended stay assignment per diem rate for the Washington,

DC area had been fixed in the previous year under FAATP Amendment 3 and was not
tied to the GSA per diem rates, FAA determined that the $102 rate would remain in
effect until the fixed rate caculated by gpplying the 60 percent caculation discussed
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in paragraph b to the per diem rate for the Washington, DC, area was higher then
$102.

s} On February 17, 2002, GSA issued FTR Amendment 103, which raised the maximum
lodging amount for the Washington, DC, area from $119 per day to $150 per day,
thereby making the applicable per diem rate for the Washington, DC, area $196 per
day, as opposed to $165 per day prior to that date.

h. Asof February 15, 2002, the extended stay assgnment fixed rate for the Washington,
DC, area using the 60 percent caculation discussed in paragraph b of this section is
$119. Sincetheincreased per diem rate now makes the 60 percent caculation
aufficient to cover the cost of extended stay assgnments, this amendment eiminates
the lower fixed dollar amount of $ 102 per day for extended stay assgnments.
Therefore, this amendment ensures that the per diem for extended stay assgnments to
the Washington, DC, areais governed by the 60 percent calculation applicable to
other CONUS locdlities.

I. Section 1116 of the National Defense Authorization Act for Fisca Y ear 2002 (Pub. L.
107-107, Dec. 28, 2001) stated an employee “who receives a promotiond item
(including frequent flyer miles, upgrade, or access to carrier clubs or facilities) asa
result of using travel or trangportation services obtained at Federd Government
expense or accepted under section 1353 of title 31, United States Code, may retain the
promotiond item for persond useif the promotiond item is obtained under the same
terms as those offered to the generd public and at no additiona cost to the Federd
Government.”

J. The effect of section 1116 isthat FAA employees may retain their promotiona
materids, including frequent flyer mileage, that they earn in connection with officid
businesstravel. Thislaw appliesto promotiona materids that were earned or
received prior to the date of enactment, as well as those earned or received on or after
the date of enactment. Therefore, this amendment removes FAATP Part 301-53
which contains the rules governing promotiond materids and frequent traveler
programs. Employees are ill subject to the provisons of FAATP § 301-10.40,
which require trave to the destination by the usually traveled route, and the
provisons FAATP § 301-10.110, which govern the selection of arline service,
including mandatory use of contract city pair service and American flag carrier
sarvice. Employeeswill be respongble for excess cogtsif they fail to follow these
rules.

5. What aretherevisonsin this document? This document amends the FAATP asfollows:

a Chapter 301 is amended by removing the item “301-53 Promotional Materids and
Frequent Traveler Programs’ from the Chapter 301 Table of Contents.

-3-



b. Section 301-10.143 is amended by removing the reference “ paragraphs (a) through
(1)” in the introductory paragraph, and by adding in its place, the reference
“paragraphs (a) through (h)”; by removing paragraph (g); and by redesignating
paragraphs (h) and (i) as paragraphs (g) and (h), respectively.

C. Section 301.11.7 isrevised by removing the reference “ 301- 11.200(f)” in paragraph
(¢), and by adding in its place the reference “ 301-11.200(e)”.

d. Section 301-11.8 is revised by removing the reference “ 301-11.200 (b) through (€)” in
the introductory paragraph, and by adding in its place, the reference “301-11.200 (b)
through (d)”.

e Section 301-11.200 is revised to read as follows:

§301-11.200

Under what
circumstanceswill |
receiveafixed rate

per diem?

Y ou will receive afixed per diem rate under the following
circumstances:

@

(b)

(©

FAA establishes a special fixed rate at arate below the
maximum per diem rate because:

(1) You are furnished one or more meals aday or lodging at no
cost or nominal cost by the Government;

(2) You obtainlodging or meals at areduced cost (e.g., long-
term arrangement); or

(3) FAA can determine your lodging and meal costsin
advance;

Y ou are performing an extended stay assignment to a
nonforeign location other than Atlantic County, New Jersey, as
provided in paragraph (d) of this section which meets one of the
following criterion:

(1) Thetemporary duty assignment lasts 31 calendar days or
more; or

(2) Thetemporary duty assignment involves training which
lasts 16 class days or more at a site other than CMD in
Palm Coast, Florida;

Y ou are performing travel to attend a centralized training course
a CMD in Palm Coast, Florida, and you are in Palm Coast,
Florida, for the entire day, (FAA will pay for subsistence
expenses for partial daysat CMD and for travel related to other
training courses at CMD using the lodgings-plus per diem
method, including the applicable reductions for meals provided
as provided in § 301-11.104 of this part.);



(d) You are performing an extended stay assignment to Atlantic
County (including Atlantic City), New Jersey which meets one
of the following criterion:

(1) Thetemporary duty assignment lasts 31 calendar days or
more; or

(2) Thetemporary duty assignment involves training which
lasts 16 class days or more;

() You are performing temporary duty travel within CONUS and
select FAA' sfixed rate option for your temporary duty travel
instead of |odgings-plus per diem (this option cannot be selected
if you are authorized afixed rate per diem under paragraphs (a)
through (d) of this section).

f. Section 301-11.202 isrevisng the chart following the question to read asfollows:

If...

Your fixed ratewill be...

FAA establishes afixed rate as provided in
§ 301-11.200(a),

A rate below the applicable maximum per diem rate that FAA
establishes, which will be commensurate with the subsistence costs
that you will incur or are reasonably expected to incur.

Y ou are performing an exended stay
assignment to anonforeign area other than
CMD, or Atlantic County, New Jersey,
which requires payment of afixed rate as
provided in § 301-11.200(b),

A rate determined as follows:

(@ Multiply the maximum lodging amount for the locality of your
temporary duty assignment as provided in 88 301-11.21 and
301-11.22 of this part by .6;

(b) Multiply the meals portion of the applicable M& |E rate as
determined in § 301-11.103 of this part by .6; and

(c) Add the amounts computed in paragraphs (a) and (b) and the
incidental expense amount of the applicable M& I E rate as
determined in § 301-11.103 of this part.

Y ou are performing atemporary duty
assignment to CMD, which requires
payment of afixed rate as provided in
§ 301-11.200(c),

$ 8, if you are attending an FAA centralized training course at CMD
and you arein Palm Coast, Florida, for the entireday. (FAA will

pay for subsistence expenses for partial daysat CMD and for travel
related to other training courses at CMD using the lodgings-plus per
diem method, including the applicable reductions for meals provided
as provided in § 301-11.104 of this part.)




If... Your fixed ratewill be...

Y ou are performing an extended stay A rate determined as follows:

assignment in Atlantic County, New Jersey,

which requires payment of afixed rate as (& Multiply the maximum lodging amount applicable to Atlantic

provided in § 301-11.200(d), City, New Jersey during the highest cost season of the calendar
year by .6;

(b) Multiply the meals portion of the applicable M&IE rate for
Atlantic City, New Jersey during the highest cost season of the
calendar year by .6; and

(© Add the amounts computed in paragraphs (a) and (b) and the
incidental expense amount of the applicable M& | E rate for
Atlantic City, New Jersey during the highest cost season of the

calendar year.
You select afixed rate per diem instead of A rate determined by multiplying the applicable maximum lodging
lodgings-plus per diem as provided in rate by .8 and adding the applicable M& | E rate.

§301-11.200(€),

s} Section 301-11.205 isrevised by removing the reference “ 301-11.200 (b) through
(f)”, and by adding in its place, the reference “301-11.200 (b) through (e)”.

h. Section 301-11.206 is revised by removing the reference “301-11.200(f)”, and by
adding in its place the reference “301- 11.200(e)”.

i. Part 301-53 isremoved.

6. Why did we maketherevisonsin this document? Asfollows

a. The Table of Contentsfor Chapter 301 is revised to eiminate the reference to Part 301-
53 to conform with the dimination of Part 301-53 discussed below.

b. Section 301-10.143 isrevised to diminate the provison that alows FAA to authorize
premium-class other than firgt- class service based on the availability of frequent traveler
benefits. Section 1116 of the of the Nationd Defense Authorization Act for Fiscd Year
2002 alows employees to retain promotiona materials earned in connection with officia
travel, and therefore, the employee may use those benefit asthey seefit. By diminating
this provison, employees will not be required to seek FAA permission to use frequent
flyer miles to upgrade to premium-class other than first-class service.

c. Section 301-11.7 isrevised to change a cross-reference to reflect the new section
structure in Section 301-11.200.

d. Section 301-11.8 isrevised to change a cross-reference to reflect the new section
dructure in Section 301-11.200.



Section 301-11.200 is revised to eliminate paragraph (d) which provided the special fixed
rate per diem applicable to extended stay assignments in the Washington, DC area. With
the removal of subsection (d), the fixed rate per diem applicable to extended stay
assignments in the Washington, DC, area will be governed by paragraph (b), which
provides for a rate of 60 percent of the applicable maximum lodging amount, 60 percent
of the meals portion of the applicable M&IE rate, and 100 percent of the incidental
expense portion of the applicable M&IE rate.

Section 301-11.202 is revised to reflect the elimination of the special fixed rate applicable
to the Washington, DC area.

Section 301-11.205 is revised to change a cross-reference to reflect the new section
structure in Section 301-11.200.

Section 301-11.206 is revised to change a cross-reference to reflect the new section
structure in Section 301-11.200.

Part 301-53 is removed to reflect the passage of § 1116 of the of the National Defense
Authorization Act for Fiscal Year 2002, which allows employees to retain promotional
materials earned in connection with official travel.

7. What pages must I change in my looseleaf FAATP?

You must remove: And replace with:

Page i of the Chapter 301 Table of Contents; Page i of the Chapter 301 Table of Contents.
Pages 10-17 through 10-20 of Part 301-10; Pages 10-17 through 10-20 of Part 301-10.
Pages 11-3 through 11-4 of Part 301-11; Pages 11-3 through 11-4 of Part 301-11.
Pages 11-21 through 11-26 of Part 301-11; Pages 11-21 through 11-26 of Part 301-11.
Part 53

% s W
f CHRIS BERTRAM
7 Assistant Administrator for

Financial Services/
Chief Financial Officer



