FEDERAL AVIATION ADMINISTRATION TRAVEL POLICY
Chapter 300—General

PART 300-1--THE FEDERAL AVIATION ADMINISTRATION TRAVEL POLICY

Sec.
300-1.1 What isthe Federal Aviation Administration Travel Policy?
300-1.2 What isthe authority for FAA to issuethe FAATP?
300-1.3 What are the goals of the FAATP?
300-1.4 How isthe FAATP organized?
300-1.5 Who isresponsible for issuing the FAATP?
300-1.6 Who should | contact if | have questions regarding the FAATP?
§300-1.1 What isthe Federal The Federal Aviation Administration Travel Policy (FAATP) isthe
Aviation document which establishes the policies governing official travel and
Adminigration Travel relocation by all FAA employees.
Policy?
§300-1.2 What istheauthority  Section 347 of Pub. L. 104-50—Department of Transportation and
for FAA toissuethe Related Agencies Appropriations Act, 1996. Section 347 of
FAATP? Pub. L. 104-50 grants the Administrator authority to develop a
personnel system with new personnel policies, including travel
policies, and to exempt FAA from certain provisions of title 5, United
States Code, and implementing Governmentwide regulations, including
the Federal Travel Regulation.
§300-1.3 What arethegoalsof  Thegoalsare:
the FAATP?

(a) To provide equitable reimbursement to employees for additional
expensesincurred while performing official travel or while
relocating at Government expense;

(b) To ease administrative burdens placed on agencies; and

(c) Tolimit FAA’'scosts.

§300-14 How isthe FAATP The FAATPisorganized into 5 chapters asfollows:
organized?
Chapter Containstherulesapplicableto:
300 The entire FAATP.
301 Employees performing official businesstravel.
302 Employees relocating at Government expense.
303 Transportation of an employee’ sremains, family and personal effects when an employee dies.
34 Acceptance of payment from a non-Federal source for travel expenses.
§300-1.5 Whoisresponsiblefor The Assistant Administrator for Financial Services has been delegated

issuingthe FAATP? the authority to issue amendmentsto the FAATP.
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§300-1.6 Who should | contact
if I have questions
regarding the
FAATP?

Y ou should ask the accounting office processing your claim. The
accounting office processing your claim is responsible for applying
the provisions of the FAATP to your particular claim. If they require

an interpretation or explanation of the provisions, they will contact the
Financial Services Branch (AFM-330).

Amendment 1
Effective Date: October 15, 1998
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PART 300-3-GLOSSARY OF TERMS

Sec.

300-3.1 What does the term “actual expense” mean?

300-3.2 What is an “actual subsistence expense allowance (ASEA)”?

300-3.3 What is an “approved accommodation”?

300-34 What are “ automated-teller machine (ATM) services”?

300-35 What isa“common carrier”?

300-36 What isa*“conference”?

300-37 What does CONUS mean?

300-3.8 What isa“contract passenger transportation service”?

300-39 What is an “ employee with adisability” ?

300-3.10 What is* extended stay travel”?

300-3.11 What isa“fixed rate per diem”?

300-3.12 What isa“foreign air carrier”?

300-3.13 What isa“foreign area’ ?

300-3.14 What isa“Government aircraft”?

300-3.15 Wheat isa*“ Governent contractor-issued individually billed charge card”?

300-3.16 What isa“ Government furnished automobile”?

300-3.17 What isa*“ Government furnished vehicle”?

300-3.18 What is a*“ Government Transportation Request (GTR)”?

300-3.19 What isan “interviewee”?

300-3.20 What is“invitational travel”?

300-3.21 What isthe “lodgings plus’ per diem system?

300-3.22 What isa“non-foreign area” ?

300-3.23 What isa“per diem allowance”?

300-3.24 What isa* place of public accommodation”?

300-3.25 What isa*post of duty”?

300-3.26 What isa* privately owned automobile”?

300-3.27 What isa“privately owned vehicle (POV)”"?

300-3.28 What isa*special conveyance?’

300-3.29 What are “ subsistence expenses’ ?

300-3.30 What is a“temporary duty location”?

300-3.31 What is“total elapsed time”?

300-3.32 What isa“travel advance”?

300-3.33 What isa*“travel authorization (order)”?

300-3.34 What isa“travel claim (voucher)”?

300-3.35 What isa*“travel management system”?

§300-3.1 What doestheterm Actual expense means the payment of authorized actual expenses
“actual expense” incurred.
mean?

§300-3.2 What isan “actual An alowance which allows the payment of actual expensesfor all
subsistence expense subsistence expenses.
allowance (ASEA)"?

Amendment 1
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§300-3.3

§300-3.4

§300-3.5

§300-3.6

§300-3.7

§300-3.8

§300-3.9

What isan “approved
accommaodation” ?

What are* automated-
teller machine (ATM)
services’ ?

What isa“ common
carrier”?

What isa
“conference’ ?

What does CONUS
mean?

What isa*“ contract
passenger
transportation
service’?

What isan “employee
with a disability” ?

An “approved accommodation” is any place of public lodging that is
listed on the national master list of approved accommodations. The
national master list of al approved accommodationsis compiled,
periodically updated, and published in the Federal Register by
FEMA. Additionally, the approved accommodation list isavailable
on the U.S. Fire Administration's Internet site at
http://www.usfa.fema.gov/hotel/index.htm.

Automated-Teller-Machine (ATM) services are Government
contractor provided ATM services that allow cash withdrawals from
participating ATMsto be charged to a Government contractor issued
charge card.

A “common carrier” is aprivate-sector supplier of air, rail or bus
transportation

A “conference” isameeting, retreat, seminar, symposium or event
that involves attendee travel. The term “ conference” also appliesto
training activities that are considered to be conferences under

5 CFR 410.404.

CONUS means the Continental United States (CONUS). CONUS
comprises the 48 contiguous States and the District of Columbia.

A “contract passenger transportation service” isaU.S. certificated
air carrier which isunder contract with the Government to furnish
Federal employees and other persons authorized to travel at
Government expense with passenger transportation service. Thisalso
includes GSA's schedul ed airline passenger service between selected
U.S. citieg/airports and between selected U.S. and international
cities/airports at reduced fares.

An “employee with adisability” is:
(8 Anemployee who has adisability as defined in paragraph (b) of

this definition and is otherwise generally covered under the
Rehabilitation Act of 1973, asamended (29 U.S.C. 701, et. seq.);

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

(1) Having aphysical or mental impairment that substantially
limits one or more mgjor life activities;

(2) Having arecord of such an impairment;
(3) Being regarded as having such an impairment; but
(4) Doesnot include an individual who is currently engaging in

theillegal use of drugs, when the covered entity acts on the
basis of such use.

Effective Date: October 15, 1998
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(c) “Physical or mental impairment” means:

(1) Any physiological disorder or condition, cosmetic
disfigurement, or anatomical |oss affecting one or more of
the following body systems: neurological, muscul oskel etal,
special sense organ, respiratory (including speech organs),
cardiovascular, 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
illness and specific learning disabilities).

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

(d) “Major lifeactivities” means functions such as caring for
oneself, performing manual tasks, walking, seeing, hearing,
speaking, breathing, learning and working.

(e) “Hasarecord of such animpairment” means the employee hasa
history of, or has been classified as having, amental or physical
impairment that substantially limits one or more mgjor life
activities.

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

(1) A physical or mental impairment that does not substantially
limit major life activities but theimpairment istreated by the
agency as constituting such alimitation;

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

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

§300-3.10 What is“extended stay  “Extended stay travel” istravel which involves:
travel”?
(& Thetemporary duty assignment which lasts 31 calendar days or
more; or

(b) Thetemporary duty assignment involves atraining which lasts
16 class days or more.

Amendment 1
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§300-3.11

§300-3.12

§300-3.13

§300-3.14

§300-3.15

§300-3.16

§300-3.17

§300-3.18

§300-3.19

§300-3.20

What isa“fixed rate
per diem”?

What isa“foreign air
carrier”?

What isa“foreign
area’?

What isa“ Government
aircraft” ?

What isa“ Governent
contractor -issued
individually billed
chargecard”?

What isa“ Government
furnished automobile’ ?

What isa“ Government
furnished vehicle’ ?

What isa“ Government
Transportation Request
(GTR)"?

What isan
“interviewee” ?

What is“invitational
travel” ?

“Fixed rate per diem” isamethod of paying per diem for official travel
where the employee receives afixed amount to cover both lodging
costs and meals and incidental expenses (M&IE).

A “foreign air carrier” isan air carrier who is not holding a certificate
issued by the United States under 49 U.S.C. 41102.

A “foreign area’ (see also Non-foreign area) is any area, including
the Trust Territories of the Pacific |slands, situated both outside
CONUS and the non-foreign areas.

A “Government aircraft” isany aircraft owned, leased, chartered or
rented and operated by an executive agency.

A “Government contractor-issued individually billed charge card” is
a Government contractor-issued charge card used by authorized
individualsto pay for official travel and transportation related
expenses for which the contractor bills the employee.

A “Government-furnished automobile” is 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 ()
leased by the Government for a period of 60 days or longer from a
commercial source

A “Government-furnished vehicle” is a Government-furnished
automobile or a Government aircraft.

A “Government Transportation Request (GTR)

(Standard Form 1169) is a Government document used to procure
common carrier transportation services. The document obligates the
Government to pay for transportation services provided.

An“interviewee” isan individual who is being considered for
employment by an agency. The individual may currently be a
Government employee.

Invitational travel is authorized travel of individuals either not
employed or employed (under 5 U.S.C. 5703) intermittently in the
Government service as consultants or experts and paid on adaily
when-actually-employed basis and for individual s serving without
pay or at $1 ayear when they are acting in a capacity that isdirectly
related to, or in connection with, official activities of the Government.
Travel allowances authorized for such persons are the same as those
normally authorized for employeesin connection with TDY

Effective Date: October 15, 1998
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§300-3.21

§300-3.22

§300-3.23

§300-3.24

§300-3.25

§ 300-3.26

§ 300-3.27

§300-3.28

What isthe“lodgings
plus’ per diem system?

What isa“non-foreign
area’?

What isa“per diem
allowance’ ?

What isa“ place of
public
accommodation” ?

What isa*“ post of
duty”?

What isa“privately
owned automobile’ ?

What isa“privately
owned vehicle (POV)"?

What isa“ special
conveyance?’

L odgings-plus per diem system is the method of computing per diem
alowancesfor official travel in which the per diem allowance for each

travel day is established on the basis of the actual amount the

traveler paysfor lodging, plus an allowance for meals and incidental
expenses (M&IE), the total of which does not exceed the applicable

maximum per diem rate for the location concerned.

Non-foreign area means the United States, the District of Columbia,
the Commonwealths of Puerto Rico, Guam and the Northern Mariana

Islands and the territories and possessions of the United States
(excludesthe Trust Territories of the Pacific Islands).

A per diem allowance isadaily payment instead of reimbursement for
actual subsistence expenses. The per diem allowance is separate from

transportation expenses and other miscellaneous expenses.

A “place of public accommodation” isany inn, hotel, or other
establishment within a State that provides |odging to transient
guests, excluding:

(& An establishment owned by the Federal Government;

(b) An establishment treated as an apartment building by State or

local law or regulation; or

() An establishment containing not more than 5 rooms for rent or
hire that is also occupied as aresidence by the proprietor of that

establishment.

A “post of duty” isan official station outside CONUS.

A “privately owned automobile” isacar or light truck (including vans

and pickup trucks) that is owned or leased for personal use by an
individual.

Privately Owned Vehicle (POV)--Any vehicle such as an automobile,

motorcycle, aircraft, or boat operated by an individual that is not

owned or leased by a Government agency, and is not commercially

leased or rented by an employee under a Government rental

agreement for use in connection with official Government business

A “special conveyance” isacommercially rented or hired vehicle

other than a privately owned vehicle and other than those owned or

under contract to an agency.

Amendment 1
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§300-3.29 What are“subsistence
expenses’ ?

§300-3.30 What isa “temporary
duty location” ?

§300-3.31 What is“total elapsed
time’?

§300-3.32 What isa“travel
advance’?

Subsistence expenses includes the following:

(& Lodging costs, including expenses for overnight sleeping
facilities, baths, personal use of the room during daytime,
telephone access fee, and service charges for fans, air
conditioners, heaters and fires furnished in the room when such
charges are not included in the room rate. L odging does not
include accommodations on airplanes, trains, buses, or ships.
Such cost isincluded in the transportation cost and is not
considered alodging expense.

(b) Mealsexpenses, including breakfast, lunch, dinner and related
tips and taxes (specifically excluded are alcoholic beverage and
entertainment expenses, and any expensesincurred for other
persons).

(¢) Incidental expenses.

(1) Feesand tipsgiven to porters, baggage carriers, bellhops,
hotel maids, stewards or stewardesses and others on ships,
and hotel servantsin foreign countries;

(2) Laundry, cleaning and pressing of clothing;

(3) Transportation between places of lodging or business and
places where meals are taken, if suitable meals can be

obtained at the TDY site; and

(4) Mailing cost associated with filing travel vouchersand
payment of Government sponsored charge card billings.

A “temporary duty (TDY) location” isa place, away from an
employee's official station, where the employeeis authorized to travel

Total elapsed time isthe number of scheduled hours from point of
origin to destination and includes stopovers.

A travel advanceis prepayment of estimated travel expenses paid to |
an employee.

Amendment 1
Effective Date: October 15, 1998
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§300-3.33 What isa“travel
authorization (order)” ?

§300-3.34 What isa“travel claim
(voucher)”"?
§300-3.35 What isa “travel

management system” ?

A travel authorization (order) iswritten permission to travel on
official business. There are three basic types of travel authorizations
(orders):

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

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

(¢) Trip-by-trip. An authorization allowing an individual or group of
individualsto take one or more specific official businesstrips,
which must include specific purpose, itinerary, and estimated
costs.

A travel claim (voucher) isawritten request, supported by
documentation and receipts where applicable, for reimbursement of
expensesincurred in the performance of official travel, including
permanent change of station (PCS) travel.

A travel management system (TMS) is a system to arrange travel
services for Federal employees on official travel, including
reservation of accommaodations and ticketing. A TMSincludesa
travel management center, commercial ticket office, electronic travel

management system, or other commercial method of arranging travel.

Amendment 1
Effective Date: October 15, 1998
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PART 301-2—GENERAL RULES

Sec.

301-2.1 What is the purpose for the allowances provided in this chapter?

301-2.2 What travel expenses may FAA pay?

301-2.3 What standard of care must | usein incurring travel expenses?

301-2.4 Who is responsible for excesscosts and additional expenses?

301-25 Must | be authorized to travel?

301-2.6 Who must sign ageneral authorization?

301-2.7 What travel expenses require specific authorization?

301-2.8 Who must sign my specific authorization?

301-29 Isthere any instance when FAA may approve payment of travel expenses without awritten

authorization?

§301-2.1 What isthepurposefor  To reasonably reimburse an employee for additional expenses
theallowancesprovided incurred asaresult of performing temporary duty travel for FAA.
in thischapter? The allowances are not intended to provide payment for personal

expenses that the employee would incur asaresult of usual activities
at his/her official station (e.g., normal commuting costs or normal
subsistence expenses the official station).

§301-2.2 What travel expenses FAA may pay only those expenses essential to the transaction of
may FAA pay? official business. Such expensesinclude:

(& Transportation expenses as provided in part 301-10 of this
chapter;

(b) Subsistence 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 a disability asprovidedin
part 302-13 of this chapter.

§301-2.3 What standard of care Y ou must exercise the same carein incurring expenses that a prudent
must | useinincurring person would exercise if traveling on personal business.
travel expenses?

§301-24 Whoisresponsiblefor  You areresponsible for excess costs and any additional expenses
excess costs and that you incur for personal preference or convenience. FAA will not
additional expenses? pay for excess costs resulting from circuitous routes, delays, or

luxury accommodations or services unnecessary or unjustified in the
performance of official business.

Amendment 1
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§301-2.5 Must | beauthorized to
travel?
§301-2.6 Who must sign a

general authorization?

§301-2.7 What travel expenses
require specific
authorization?

Y ou must have awritten general authorization to travel before you
incur any travel expenses, unlessyour travel is50 miles or lessand
does not requireslodging at Government expense. In addition, you
must have awritten specific authorization for each trip (except as
provided in 8 301-2.6 of this part) before you may be paid for travel
expenses that require such authorization.

Oneof thefollowing must sign:

(@ TheAdministrator;

(b) The Deputy Administrator;

(c) The Associate and Assistant Administrators, although each
Associate or Assistant Administrator may redelegate this
authority to
(1) His/her deputy;

(2) Heads of offices and services;

(3) Division managers;

(4) Inthecase of the Aviation Standards National Field Office
(AVN) to branch managers, and managers of field offices
reporting to AVN; and/or

(5) Inthe case of the Office of Communications, Navigation,
and Surveillance Systems (AND) to Integrated Product
Team Leads and Product L eads;

(d) The Chief Counsel (although the Chief Counsel may redelegate
this authority to his'her deputy and Assistant Chief Counsels);

(&) Regiona Administrators (although regional administrators may
redel egate this authority to his/her deputy, branch managers,
and/or other appropriate high-level officialsin regiona field
offices); or

(f) Center Directors (although Center Directors may redelegate this
authority to his/her deputy and/or branch managers).

Y ou must have a specific authorization for:

(@ Useof premium-class service on common carrier transportation;
(b) Useof aforeign flag carrier;

() Useof reduced fares for group or charter arrangements;

(d) Useof cashto pay for common carrier transportation;

Amendment 1
Effective Date: October 15, 1998
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§301-2.8 Who must sign my
specific authorization?

(©
(f)
©)
(h)
@)

0
)

0
(m)

(n)
(0)

()

Use of extra-faretrain service;

Travel by vessel;

Use of acommercia rental automobile;
Use of a Government aircraft;

Payment of afixed (reduced) rate of per diem for subsistence
expenses,

Payment of Actual Subsistence Expense Allowance (ASEA);

Payment of an allowance for subsistence expenses for a
temporary duty assignment lasting more than 1 year;

Travel expenses related to emergency travel;

Transportation expenses rel ated to threatened law
enforcement/investigative employees;

Travel expensesrelated to travel to aforeign area;

Acceptance of payment from anon-Federal source for travel
expenses; and

Travel expenses related to attendance at a conference.

Asfollows:

For...

Your specific authorization must besigned by...

Use of first-class service on common carrier transportation; The Administrator or Deputy Administrator. This

authority may not be redelegated.

Use of premium-class other than first-class service on common  The Administrator or Deputy Administrator, (or for

carrier transportation;

employees stationed in aforeign area, Directors of
API’sInternational Area Offices or the Office
Director for the employee’ s office). Thisauthority
may not be redelegated.

Use of aforeign flag carrier;

Same as § 301-2.6 of this part.

Use of reduced fares for group or charter arrangements, Same as § 301-2.6 of this part.

Use of cash to pay for common carrier transportation; Same as § 301-2.6 of this part.

Use of extra-faretrain service;

Same as § 301-2.6 of this part.

Travel by vessel;

The Administrator or Deputy Administrator. This
authority may not be redel egated.

Use of acommercial rental automobile;

Same as § 301-2.6 of this part.

Amendment 1
Effective Date: October 15, 1998
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For... Your specific authorization must besigned by...

Use of a Government aircraft; Theindividual(s) specified in FAA Order 4040.9D,
except for authorization of the air shuttle service
between Reagan National Airport in Washington,
DC and the William J. Hughes Technical Center in
Atlantic City, which may be authorized by the same
official issuing your general authorization in § 301-

2.6 of this part.

Payment of afixed (reduced) rate of per diem for subsistence
expenses,

Same as § 301-2.6 of this part.

Payment of ASEA;

Same as § 301-2.6 of this part.

Payment of an allowance for subsistence expenses for a
temporary duty assignment lasting more than 1 year;

Associate Administrators, Assistant
Administrators, and the Chief Counsel. The
Associate Administrator for Regional Center
Operations may redel egate this authority to the
regional administrators or center director. Inall
other instances, this authority may not be
redel egated.

Travel expenses related to emergency travel;

Associate Administrators, Assistant
Administrators, and the Chief Counsel. The
Associate Administrator for Regional Center
Operations may redel egate this authority to the
regional administrators or center director. Inall
other instances, this authority may not be
redel egated.

Transportation expenses related to threatened law
enforcement/investigative employees;

Associate Administrators, Assistant
Administrators, and the Chief Counsel. The
Associate Administrator for Regional Center
Operations may redel egate this authority to the
regiona administrators or center director. Inall
other instances, this authority may not be
redel egated.

Travel expensesrelated to travel to aforeign area;

Associate Administrators, Assistant
Administrators, and the Chief Counsel. This
authority may be redelegated in writing.

Acceptance of payment from a non-Federal source for travel
expenses,

The Administrator through the Chief Counsel.

Travel expenses related to attendance at a conference,

Associate Administrators, Assistant
Administrators, the Chief Counsel, Regional
Administrators, and Center Directors. This
authority may not be redelegated.

Amendment 1
Effective Date: October 15, 1998
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§301-2.9 Isthereany instance Yes. FAA may:
when FAA may approve
payment of travel (@ Approvethe payment of travel expenses after travel is completed
expenseswithout a if itisnot practical or possible to obtain an advance written
written authorization? general authorization; and

(b) Approvethe payment of travel expenseslistedin § 301-2.7 of this
part requiring a specific authorization if it is not practical or
possible to obtain an advance written specific authorization,
except that you must always provide an advance specific
authorization for the following:

(1) Useof reduced fares for group or charter arrangements;
(2) Useof aGovernment aircraft;

(3) Payment of afixed (reduced) rate of per diem for subsistence
expenses,

(4) Acceptance of payment from anon-Federal source for travel
expenses; and

(5) Travel expensesrelated to attendance at a conference

Effective Date: October 15, 1998 2-5
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301-10.452

301-10.453
301-10.454
301-10.455

301-10.500
301-10.501
301-10.502
301-10.503

Will FAA pay the cost of a damage waiver (CDW or LDW) or theft insuranceif | travel outside

CONUS?

May | be reimbursed for personal accident insurance?
For what purposes may | use acommercial rental automobile obtained with Government funds?
What ismy liability for unauthorized use of acommercial rental automobile?

SUBPART F—TRANSPORTATION OF BAGGAGE

What baggage may | transport at Government expense?

What baggage transportation expenses must FAA pay?

What other expenses related to baggage transportation must FAA pay?

What must | do about the transportation of my baggage if | change the route for which | was

originally ticketed?

SUBPART A—GENERAL

Allowable Transportation

§301-10.1

§301-10.2

§301-10.3

§301-10.4

Am | digiblefor
payment of
transportation
expenses?

What expensesare
payableas
transportation?

Will FAA pay the cost
of transportation
between places of
businesswhen | am
performing official
trave away from my
official station?

Will FAA pay the cost
of transportation
between my place of
businessand my place
of lodging when | am
performing official
trave away from my
official station?

You areeligible for transportation expensesif:

(@ You arean employee who travels at Government expenseto a
temporary duty site which is more than 50 miles away from your
official station; or

(b) You arean employee who is performing local travel and you are
authorized payment of transportation expenses as provided in
88 301-10.20 through 301-10.24 of this part.

Fares, rental fees, mileage payments, and other expenses related to
transportation.

Y es, unless you are attending atraining course at the Mike
Monroney Aeronautical Center.

Y es, unless you are attending atraining course at the Mike
Monroney Aeronautical Center.

Effective Date: October 15, 1998
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§301-10.5 Will FAA pay thecost  No, unless:
of transportation
between the placel (& Youcannot obtain adequate meals at or near your place of
obtain mealsand my lodging or your place of business. You areto usethe M&IE
place of business or portion of the lodgings plus per diem allowance to cover these
my place of lodging expenses; and
when | am performing
official travel away (b) You arenot attending a course at the Mike Monroney
from my official Aeronautical Center.
station?

§301-10.6 Will FAA pay FAA will pay asfollows:

transportation
expensesfor meto
return to my official
station on

nonwor kdays?

If... FAA will pay...

Y ou are authorized areturn trip home under the following Y our actual transportation expenses.
circumstances:

(& FAA requiresyouto return to your official station to
perform official business or because it otherwiseis
advantageous to the Government;

(b) FAA will realize a substantial cost savings by
returning you home; or

(c) Periodic return travel homeisjustified incident to an
extended TDY assignment.

Y ou return home voluntarily even though you are not Y our actual transportation expenses, except that your
authorized areturn trip home, transportation expenses and subsi stence expenses
cannot exceed what FAA would have paid you for
subsistence expenses under § 301-11.74 of part 301-11 of |
this chapter if you had remained at your temporary duty
location.

§ 301-10.7 Will FAA pay Asfollows:
transportation
expensesfor meto
travel from aleave
point to alocation
whereyou will
perform temporary

duty?

Amendment 1
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Airline Service

§301-10.110 What rulesgovern the
selection of my airline
servicefor official
travel?

§301-10.111 What must | dowith
compensation an airline
givesmeif it deniesme
a seat on aplane?

§301-10.112 May | keep
compensation an airline
givesmefor voluntarily
vacating my seat on a
planewhen theairline
asksfor volunteers?

§301-10.120 What isU.S. flag
carrier service?

§301-10.121 Must | travel by U.S.
flag carrier service?

Thefollowing:

(@ YoumustuseU.S. flag carrier service asprovided in
88 301-10.120 through 301-10.133 of this part;

(b) You must use coach class accommodations as provided in
88 301-10.140 through 301-10.144 of this part;

(¢) You must use contract passenger transportation service, if
available, as provided in 88 301-10.150 through 301-10.152 of this
part; and

(d) You must consider the cost of passenger transportation service
when contract passenger transportation service is not available
as provided in § 301-10.153 of this part.

(&) You should consider reduced cost passenger transportation
service when contract passenger transportation service is not
available as provided in 88 301-10.154 and 301-10.155 of this part.

If you are performing official travel and a carrier deniesyou a
confirmed reserved seat on a plane, you must give the Government
any payment you receive for liquidated damages. Y ou must ensure
the carrier showsthe “Treasurer of the United States’ as payee on
the compensation check and then forward the payment to the
appropriate FAA official.

When you voluntarily vacate your seat, you may retain
compensation the airline gives you only under the following
conditions:

(@ Youmust not voluntarily vacate your seat if it will interfere with
performing your official duties;

(b) If youincur travel expenses beyond those you otherwise would
haveincurred, you will be responsible for the additional
expenses and they will be offset against your reimbursement;
and

(c) If volunteering delays your travel during duty hours, FAA will
charge you with annual leave for the additional hours.

U.S. flag carrier service means service provided on an air carrier
holding a certificate under 49 U.S.C. 41102, including service
provided under a code sharing agreement, as stated under
§301-10.132.

Y es, except asfollows:

Amendment 1
Effective Date: October 15, 1998

10-13



FEDERAL AVIATION ADMINISTRATION TRAVEL POLICY
Chapter 301—Travel Allowances

If you aretravding... You must usea U.S. flag carrier serviceifitis...

To or from apoint in anonforeign area, Available, unlesstravel by aforeign flag carrier is amatter of

necessity.

Between pointsin foreign areas, Reasonably available, unlesstravel by aforeign flag carrier

iSamatter of necessity.

§301-10.122 When | trave toor
from anonforeign area,
and aU.S. flag carrier
provides service
between my origin and
degtination, under what
circumstances must |
consider U.S. flag
carrier service

available?

Asindicated in the following chart:

For... You must consider U.S. flag carrier service available unless...

Short distance travel, Travel by foreign flag carrier serviceis 3 hoursor less, and travel by the U.S. flag

carrier service would at least double the travel time.

All other travel, Travel by the U.S. flag carrier service would increase the employee’ stimein a

travel status by 24 hours or more.

§301-10.123 If I travel toor froma
point within a
nonforeign area, and a
U.S.flag carrier does
not provide service
between my origin and
degtination, what must |

do?

Asfollows:

If you travel...

You mugt...

Toapoint inanonforeign area,

Travel by foreign flag carrier to the nearest interchange
point on ausually traveled route serviced by aU.S. flag
carrier. Then, you must useaU.S. flag carrier serviceto
travel to anonforeign areaunlessthe U.S. flag carrier
servicewill require you to wait 6 hours or more at the
interchange point, or increases your timein atravel
status by 6 hours or more.

From apoint in anonforeign area,

Travel by aU.S. flag carrier service to the farthest
interchange point on ausually traveled route, unlessthe
U.S. flag carrier service will require you to wait 6 hours or
more at the interchange point, or increase your timeina
travel status by 6 hours or more. Then, you may travel
by foreign flag carrier to your destination.

Amendment 1
Effective Date: October 15, 1998
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§301-10.140 What classes of airline

accommodationsare
available?

§301-10.141 What class of airline
accommaodations will
FAA authorizemeto
use?

§301-10.142 When may FAA
authorizemetouse
first-classairline
accommodations at
Government expense?

The classes are:

(@ Coach-class. The basic class of accommodations offered to
travelersthat includes alevel of service availableto all
passengers regardless of fare paid. Thisterm applieswhen an
airline offers only one class of accommodations and includes
tourist and economy class;

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

(c) First-class. The highest class of accommodations on amultiple-
classcommercial air carrier; and

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

For official businesstravel, both domestic and international, FAA will
authorize you to use coach-class accommodations except when FAA
authorizes use of premium-class airline accommodations as provided
in § 301-10.142 or § 301-10.143 of thispart. If FAA does not specify
what class of airline accommodations are authorized, you are
authorized to use only coach-class accommodations.

Only when FAA specifically authorizes or approves your use of first-
class accommodations under paragraphs (a) through (c) of this
section.

(8 No other reasonably available coach-class or premium-class
other than first-class accommodations. “ Reasonably available”
means a class of accommodations other than first-class, that is
available on an airline and that is scheduled to leave within 24
hours of the employee’ s proposed departure time, or scheduled
to arrive within 24 hours of the employee’ s proposed arrival time.
The term does not include accommodations with a scheduled
arrival timethat is later than your required reporting time at the
duty site, or with a scheduled departure timethat is earlier than
the time you are scheduled to complete duty.

(b) When use of first-classis necessary to accommodate a disability
or other physical impairment. Such condition must be
substantiated in writing by competent medical authority. If you
are authorized under § 301-13.4 of part 301-13 of this chapter to
have an attendant accompany you, FAA aso may authorize the
attendant to use first-class accommodationsif you require the
attendant’ s services en route.

Effective Date: October 15, 1998
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(c) When exceptional security circumstances reguire first-class
travel. Exceptional security circumstances include, but are not
limited to:

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

(2) You arean agent in charge of protective details and you are
accompanying an individual authorized to use first-class
accommodations; or

(3) Youareacourier or control officer accompanying controlled
pouches or packages.

§301-10.143 When may FAA Only when FAA specifically authorizes or approves your use of such
authorizemeto use accommodations under paragraphs (a) through (i) of this section.
premium-class other
than first-classairline (&) Regularly scheduled flights between origin/destination points
accommodations at (including connecting points) provide only premium-class
Government expense? accommodations and you certify such on your voucher;

(b) No spaceisavailable in coach-class accommodationsin time to
accomplish the mission which is so urgent it cannot be
postponed;

(©) When use of premium-class other than first-class
accommodationsis necessary to accommodate your disability or
other physical impairment and your condition is substantiated in
writing by a competent medical authority. If you are authorized
under 301-13.4 of part 301-13 of this chapter to have an attendant
accompany you, FAA also may authorize the attendant to use
premium-class other than first-class accommodations if you
require the attendant’ s services en route;

(d) Security purposes or exceptional circumstances as determined
by FAA makes the use of premium-class other than first-class
accommodations essential to the successful performance of the
FAA’smission;

(e) Coach-class accommodations on an authorized/approved foreign
flag air carrier do not provide adequate sanitation or health
standards;

(f) Theuseresultsin an overall cost savingsto the Government by
avoiding additional subsistence costs, overtime, or lost
productive time while awaiting coach-class accommodations;

(g) You areableto obtain the accommodations as an upgrade
through the redemption of frequent traveler benefits;

Amendment 1
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§301-10.183 What class of ship
accommaodations will
FAA authorizemeto
use?

§301-10.184 When may FAA
authorizemetouse
first-class ship
accommodations at
Government expense?

FAA will authorize you to use lowest-class accommodations for all
ship travel, except when FAA authorizes first-class accommodations
asprovided 8 301-10.184. If FAA does not specify what class of ship
accommodations are authorized, you are authorized to use only
coach-class accommodations.

Only when FAA specifically authorizes or approves your use of first-
class ship accommodations under paragraphs (@) through (c) of this
section.

@

L owest-class accommodations are not available on the ship.

(b) When use of first-classis necessary to accommodate a disability

©

or other physical impairment. Such condition must be
substantiated in writing by competent medical authority. If you
are authorized under § 301-13.4 of part 301-13 of this chapter to
have an attendant accompany you, FAA aso may authorize the
attendant to use first-class accommodationsif you require the
attendant’ s services en route.

When exceptional security circumstances require first-class
travel. Exceptional security circumstancesinclude, but are not
limited to:

(1) The use of lowest-class accommodations would endanger
your life or Government property;

(2) Youarean agent in charge of protective details and you are
accompanying an individual authorized to use first-class
accommodations; or

(3) Youareacourier or control officer accompanying controlled
pouches or packages.

Effective Date: October 15, 1998
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Local Mass Transit

§301-10.190 Whenmay | usealocal  Youmay usethelocal transit system for:
masstransit system
bus, subway, or (@ Transportation between places of businesswhen | am
streetcar ? performing officia travel away from my official station as
provided in § 301-10.3;

(b) Transportation between my place of business and my place of
lodging when | am performing official travel away from my
official station as provided in § 301-10.4;

(c) Transportation between the place | obtain meals and my place of
business or my place of lodging when | am performing official
travel away from my official station as provided in
§301-10.5; and

(d) Local transportation as provided in 88 301-10.20 through
301-10.24.

SUBPART C—GOVERNMENT VEHICLE

§ 301-10.200 What types of Y ou may be authorized to use:
Government vehicles
may FAA authorizeme (a) A Government automobilein accordance with 88 301-10.220
touse? through 301-10.221;

(b) A Government aircraft in accordance with 88 301-10.260 through
301-10.265; and

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

§301-10.201 For what purposesmay For Government automobiles, see § 301-10.220. For Government
| usea Government airplanes, see § 301-10.263. For al other Government vehicles, you
vehicle? may use the Government vehicle only for officia purposes as

established in the rules governing the use of that Government vehicle.

§ 301-10.202 What ismy liability Y ou are responsible for any additional cost resulting from
for unauthorized use  unauthorized use of a Government vehicle and you may be subject to
of a Government criminal liability for misuse of Government property.
vehicle?

Amendment 1
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SUBPART D—PRIVATELY OWNED VEHICLE (POV)

§301-10.300 When may | useaPOV  You may always use a POV to perform official travel, including local
to perform official travel, however, FAA will limit its payment for your travel expensesif
travel? you are not authorized to use a POV as provided in

88 301-10.311 through 301-10.313 of this part.

§301-10.301 How will | be Asfollows:
reimbursed when | use
a POV toperform
official travel?

If you use... You arereimbursed on...

A privately-owned airplane, automobile, or

motorcycle,

A mileage rate basis unless reimbursement on an actual expense

basisis specifically authorized by law.

Any other privately-owned vehicle,

An actual expense basis.

§301-10.302

§301-10.303

How do | compute my
mileage
reimbur sement?

How do| determine
distance
measurementsfor my
travel

Y ou compute mileage reimbursement by multiplying the distance
traveled, determined under § 301-10.303 of this part by the applicable

mileage rate prescribed in § 301-10.304 of this part.

Asfollows:

If you travd by...

Thedistance between your origin and destinationis...

Privately-owned automobile or privately

owned motorcycle,

Asshown in standard highway mileage guides, or the actual miles

driven as determined from odometer readings.

Privately-owned airplane,

As determined from airway chartsissued by the National Oceanic
and Atmospheric Administration, Department of Commerce. You
may include in your travel claim with an explanation any additional
air mileage resulting from a detour necessary due to adverse weather,
mechanical difficulty, or other unusual conditions. If arequired
deviation is such that airway mileage charts are not adequate to
determine distance, you may use the formulaof flight time multiplied

by cruising speed of the airplane to determine distance.

§301-10.304

What arethe mileage
reimbursement rates
when use of aPQOV is
advantageousto the
Government?

Asfollows:

Effective Date: October 15, 1998
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For useof a...

Themileagereimbursement rateis...

Privately-owned airplane,

88 cents per mile.

Privately-owned automobile,

32.5 cents per mile.

Privately-owned motorcycle,

26 cents per mile.

§ 301-10.305

§ 301-10.306

§ 301-10.307

What expensesare
allowablein addition to
the mileage allowance?

How isreimbursement
handled if another
employee(s) travelsin a
POV with me?

What expensesare
payable under the actual
expensereimbur sement
method?

Expenses allowablein addition to the mileage allowance are: parking
fees; ferry fees; bridge, road, and tunnel fees; and airplane parking,
landing, and tiedown fees.

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

Following is achart listing the reimbursabl e and non-reimbursable
expenses:

REIMBURSABLE ACTUAL EXPENSES

NONREIMBURSABLE ACTUAL EXPENSES

Gasoline, oil, feed of horses,
garage or hangar rent and stabling of horses while antifreeze, depreciation and similar speculative expenses.
officially detained en route, and bridge, ferry and other

Charges for towing, repairs or replacements, grease,

tolls.
§301-10.308 Musgt | pay State Some states provide the Federal Government an exemption from
gasoline taxes? payment of gasolinetaxes. In such states, you must claim the
exemption using the standard Federal form.
§301-10.309 Will FAA pay methe Yes, FAA will pay the cost of the entire round trip between your

cost of around-trip
trave by privatey
owned automobileto
perform transportation
between your
residenceand a
common carrier
terminal asprovided in
§301-10.23 of this
part?

residence and acommon carrier terminal, even though you will only
occupy the POV on one leg of the round trip by POV.

Effective Date: October 15, 1998

10-28



FEDERAL AVIATION ADMINISTRATION TRAVEL POLICY
Chapter 301—Travel Allowances

§ 301-10.310

§301-10.311

§301-10.312

Will FAA pay methe
cost of around-trip
traved by privatey
owned automobileto
perform transportation
between your
residence and your
office on days of travel
asprovided in
§301-10.24 of this
part?

What will | be
reimbursed if | park
my privately-owned
automobileat a
common carrier
terminal whilel am
away from my official
station?

What will | be
reimbursed if | am
authorized touse
common carrier
transportation and |
useaprivately-owned
automobileinstead?

No, except FAA will pay the transportation cost for around trip
between your residence and office even though you will only occupy
the POV on one leg of the round trip by POV, when:

(& You areauthorized transportation from your residence to your
office on the day you begin travel as provided in § 301-10.24(c);
or

(b) You are authorized transportation from your office to your
residence on the day you return from travel as providedin
§ 301-10.24(c).

Payment of the feeis allowable to the extent the fee plus the mileage
reimbursement for transportation to and from the terminal or other
parking area does not exceed the estimated cost for use of ataxicab to
and from the terminal.

Y ou will be reimbursed on the basis of the actual travel performed
including subsistence, not to exceed the total constructive cost of the
authorized method of common carrier transportation including
subsistence. Y ou must determine the constructive cost of
transportation and subsistence by common carrier under the following
rules:

(& Mode of travel to be used for comparison.

(1) Airplane. When FAA authorizesair travel, your mileage
payment may not exceed the constructive cost of coach-
class accommodations on acommercial air carrier. Y ou must
use contract passenger transportation service as your basis
of comparison if it is provided between the points involved;
otherwise use the lowest unrestricted coach-classfare. You
should consider coach-class accommodations as being
provided by acarrier if they are scheduled on flights between
the pointsinvolved; whether they would have been available
at the time of your travel isirrelevant.

(2) Train. When FAA authorizestrain travel, your mileage
payment may not exceed the constructive cost of coach-
class train accommodations for the travel performed unless
FAA has authorized extra-fare train service as advantageous
to the Government.

(3) Bus. When FAA authorizesinter-city bustravel, your
mileage payment may not exceed the constructive cost of
bus transportation.

Effective Date: October 15, 1998
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(b) Transportation coststo be considered in addition to fares.
Include the following in your constructive common carrier cost:

(1) Coststo and from common carrier terminals; and

(2) The cost of excess baggage when it would have been
alowed by your authorized mode (you must provide
acceptable evidence of itsweight).

(c) Subsistence allowance. The constructive subsistence allowance
isthe amount which would have been allowable had you used
the authorized method of transportation.

(d) Use of actual and reasonable schedules. In constructing your
cost, use reasonabl e departure/arrival schedules and avoid those
that would cause undue inconvenience, adversely affect your
safety, or unduly increase your constructive subsistence cost.

§301-10.313 What will | be (8 Reimbursement based on Government costs. Except as provided
reimbursed if | am in paragraph (b) of this section, your reimbursement will be
authorized tousea limited to the cost that would beincurred for use of a
Government Government automobile which in the continental United Statesis
automobileand | usea 23.5 centsper mile. If FAA determines the cost of providing a
privately-owned Government automobile would be higher because of unusual
automobileinstead? circumstances, it may allow reimbursement at the higher rate not

to exceed the advantageous use of rate provided in § 301-10.303
for aprivately owned automobile. In addition, you may be
reimbursed other allowable expenses as provided in § 301-10.304.

(b) Partial reimbursement when you are committed to use a
Government automobile and it is available. When you are
committed to use a Government automobile or would not
ordinarily be authorized to use aprivately owned automobile due
to the availability of a Government automobile, but nevertheless
request to use a privately owned automobile, you may be
reimbursed 10.5 cents per mile. Thisisthe approximate cost of
operating a Government automobile, fixed costs excluded.

SUBPART E—SPECIAL CONVEYANCES

§301-10.400 What types of special FAA may authorize or approve use of:;
conveyances may FAA
authorize meto use? (a) Taxicabsas specified in 88§ 301-10.420 through 301-10.422 of this |
subpart;

(b) Commercial rental automobiles as specified in 88 301-10.450
through 301-10.455 of this subpart; or |

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

Amendment 1
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§301-11.4 Mugt FAA pay an Yes, if you are eligible unless:
allowance (either a per
diem allowance or (@ You performtravel to atraining event under the Government
ASEA) for my Employees Training Act (5 U.S.C. 4101-4118), and you agree not
subsistence expenses? to be paid subsistence expenses; or

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

§301-11.5 What typesof expenses  The allowance coversthe following:
doesthe allowance for
subsistence expenses (8 Allowablelodging costs as provided in §8§ 301-11.40 through
cover? 301-11.56 of this part, including taxes and service charges,

(b) Meals, including taxes and tips;
(¢) Incidental expenses, including:

(1) Feesand tipsto porters, baggage carriers, bellhops, hotel
maids, and stewards and stewardesses;

(2) Laundry and cleaning and pressing of clothing;

(3) Transportation expenses between places of lodging or
business and places where meals are taken, unless suitable
meals cannot be obtained at the TDY site (see § 301-10.5 of
part 301-10 of this chapter); and

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

§301-11.6 What methods may FAA may use:
FAA useto pay the
allowancefor my (@ Thelodgings plus per diem method as provided in subpart B of
subsistence expenses? this part;

(b) Thefixed rate per diem method as provided in subpart C of this
part; or

(c) Theactual subsistence expense allowance (ASEA) method as
provided in subpart D of this part.

Amendment 1
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§301-11.7 For travel other than
extended stay travel
what method will FAA
useto pay the allowance
for my subsistence
expenses?

§301-11.8 For extended stay travel
what method will FAA
useto pay the allowance
for my subsistence
expenses?

§301-11.9 Will FAA pay mea per
diem and ASEA on the
sametrip?

For travel other than extended stay travel, FAA will pay your per
diem using the lodgings plus per diem method unless:

(@ FAA authorizesyou aspecial fixed rate per diem asprovidedin §
301-11.200(a) of this part;

(b) Youtravel to attend a centralized training course at CMD, in
which case FAA will authorize you aspecial fixed rate per diem
asprovided in § 301-11.200(c) of this part;

(©) Youlodgefor 4 or more nights at no cost in Government quarters
which provide kitchen facilities, in which case FAA will authorize
aspecia fixed rate per diem as provided in
§ 301-11.200(d) of this part;

(d) You elect afixed rate per diem for travel within CONUS as
provided in § 301-11.200(e) of this part; or

(e) FAA authorizes an ASEA as provided in subpart D of this part
because special or unusual circumstances exist justifying the
payment of an ASEA.

FAA will usethe fixed rate per diem method as provided in
§301-11.200(b) of this part to pay your subsistence expenses. FAA
may, however, authorize an exception to this requirement in which
instance FAA may authorize you to use amethod as provided in
§301-11.7 of thispart, only if:

(@ Your LOB, staff office, or Office of Chief Counsel determine that
extenuating circumstances exist. Examples of extenuating
circumstances are:

(1) Assignmentsto remote locations;

(2) Assignmentsto locations where reduced lodging is not
available; and

(3) Short notice assignments;

(b) Your LOB, staff office, or Office of Chief Counsel authorizes an
exception to the requirement that you use the fixed rate method;
and

() Your LOB, staff office, or Office of Chief Counsel considers
establishing an alternative fixed rate per diem under
§ 301-11.200(a) of this part.

Y es, FAA may pay both per diem and ASEA for subsistence
expensesincurred on asingle trip, but FAA will use only one method
of reimbursement for any given calendar day. FAA must determine
when the transition between the reimbursement methods occurs.

Amendment 1
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§301-11.42

§301-11.43

§301-11.44

§301-11.45

§301-11.46

What ismy allowable
lodging cost if | stay in
Government quarters?

What ismy allowable
lodging cost if | stay in
nonconventional
lodging?

What ismy allowable
lodging cost if | use
commercial or
noncommericial
lodging facilities or
Government quarters
and | sharearoom with
another person?

What ismy allowable
lodging cost if | stay
with afriend or
relative?

What ismy allowable

lodging cost if | stay in
arecreational vehicle

(trailer or camper)?

Y our allowable lodging cost is the fee or service charge you pay for
use of the quarters, unless you share aroom with another
Government employee on official travel in which case the allowable
lodging cost is one half of the fee or service charge for such quarters
as provided in § 301-11.44 of this part.

Y our allowable lodging costs are the costs of other types of lodging
(including college dormitories, or similar facilities or rooms not
offered commercially but made available to the public by area
residents in their homes), although such costs are allowable only
when:

(@ Thereare no conventional lodging facilitiesin the area(e.g., in
remote areas);

(b) Conventional facilitiesarein short supply because of an influx of
attendees at a special event (e.g., world' sfair or international
sporting event); or

(c) Your mission requires you to stay in nonconventional lodging.

Y our alowable lodging cost is limited to one-half of the double
occupancy rate if the person sharing the room is another Government
employee on official travel. If the person sharing the roomisn't a
Government employee on official travel, your allowable lodging costs
islimited to the single occupancy rate.

When you lodge with afriend or relative, with or without charge,
allowable lodging costs include the additional costs your host incurs
in accommodating you only if you're able to substantiate the costs
and FAA determines them to be reasonable. FAA will not pay the
cost of comparable conventional lodging in the area or aflat “token”
amount.

Thefollowing are allowable lodging costs:

(@ Parking fees;

(b) Feesfor connection, use, and disconnection of utilities
(electricity, gas, water, and sewage);

(c) Bath or shower fees;
(d) Dumping fees; and

(e) If you are authorized to rent arecreational vehicle, then the rental
cost of the recreational vehicle.

Effective Date: October 15, 1998
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§301-11.47

§301-11.48

§301-11.49

§301-11.50

What arenot allowable
lodging costsif | stay in
arecreational vehicle
(trailer or camper)?

Will FAA pay my
allowablelodging
costs?

How ismy allowancefor
subsistence expenses
affected if | do not
arriveat my lodging
location until after
midnight?

How does FAA compute
my daily lodging
amount when | rent
lodging on along-term
basis?

Thefollowing are not allowable lodging costs:
(@ Depreciation of apersonal recreational vehicle;

(b) Therental cost of the recreational vehicleif FAA does not

determine in advance that use of arecreational vehicleis more

advantageous to the Government.

Y es, except:

(@ If youarepaid aper diem under the lodgings-plus per diem

system as provided in subpart B of this part, FAA will not

pay

your allowable lodging costs which exceed the maximum lodging

amount;

(b) If you are paid an ASEA as provided in subpart D of this part,
FAA will not pay your allowable lodging costs which exceed the

maximum daily amount authorized by FAA;

(c) If you arepaid afixed rate per diem as provided in subpart

Cof

this part, FAA will not reimburse your alowable lodging costs.
(Y our alowable lodging costs will be considered in establishing
your fixed rate, however, when you are authorized afixed rate

under § 301-11.200(a) of this part.)

Generally your allowance for subsistence expensesis based on your
TDY location or stopover point. There may be instances, however,
when you are en route and do not arrive at your lodging location
until after midnight. Inthiscase, you must claim your lodging cost
for the preceding calendar day, and your allowance for subsistence
expenses for that day will be determined asif you were at the lodging

location at midnight of that day.

When you obtain lodging on along-term basis (e.g., weekly or
monthly), FAA will compute your daily lodging amount by divi

ding

the total lodging cost by the number of daysin the rental period,
except FAA will compute your daily lodging amount by dividing the
total lodging cost by the number of days you would have occupied
thelodging if you performed your travel as authorized provided:

(& You acted prudently in renting on along-term basis; and

(b) The cost does not exceed the daily rental rate of conventional

lodging.

Amendment 1
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SUBPART C—PER DIEM—FIXED RATE METHOD

§301-11.200 Under what Youwill receive afixed per diem rate under the following
circumstanceswill | circumstances:
receive a fixed rate per
diem? (@ FAA establishesaspecial fixed rate at arate below the maximum

per diem rate because:

(1) You arefurnished 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; or

(b) You are performing an extended temporary duty assignment
which meets one of the following criterion:

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

(2) Thetemporary duty assignment involves atraining which
lasts 16 class days or more at asite other than CMD in Palm
Coast, Florida.

(¢) You are performing travel to attend a centralized training course
at CMD in Palm Coast, Florida (FAA will pay for subsistence
expenses 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) Youlodgefor 4 or more nights at no cost in Government quarters
which provide kitchen facilities; or

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

§301-11.201 What will FAA pay me  FAA will pay you the following:
under thefixed rate per
diem method?

Amendment 1
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on... You receive...

Thefirst day of travel,

Thefixed rate as provided in § 301-11.202 of this part.

Onall full days of travel,

Thefixed rate as provided in § 301-11.202 of this part.

On thelast day of travel

An amount of .75 times the applicable M& I E rate as determined in § 301-11.103 of this

part, unless FAA establishes afixed rate that is lower that .75 times the applicable
M&IE rate as determined in 8 301-11.103 of this part.

§301-11.202 What ismy “fixed rate”
under thefixed rate per

diem method?

Y our fixed rate is determined as follows:

If...

Your fixed ratewill be...

FAA establishes afixed rate as providedin 8
301-11.200(a),

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

Y ou are performing an extended temporary
duty assignment to a place other than CMD,
which requires payment of afixed rate as
provided in § 301-11.200(b),

A rate determined as follows:

(8 Multiply the maximum lodging amount for the locality of your
temporary duty assignment as provided in § 301-11.8 of this part
by .6;

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

(© Add the amounts computed in paragraphs (a) and (b) and the
incidental expense amount of the applicable M& | 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.
(FAA will pay for subsistence expenses related to other training
courses at CMD using the lodgings plus per diem method, including
the applicable reductions for meals provided as provided in

§ 301-11.103 of thispart.)

Y ou lodge for 4 or more nights at no cost in
Government quarters which provide kitchen
facilitiesas provided in § 301-11.200(d),

A rate determined as follows:

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

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

Y ou select afixed rate per diem instead of
lodgings plus per diem as provided in
§ 301-11.200(e),

A rate determined by multiplying the applicable maximum lodging rate
by .8 and adding the applicable M& | E rate.

§301-11.203 How ismy fixed rate per
diem affected if | stay
with friendsor

relatives?

Y our fixed rate may not exceed the applicable M& IE rate as
determined in § 301-11.103 of this part.

Effective Date: October 15, 1998

11-18



FEDERAL AVIATION ADMINISTRATION TRAVEL POLICY
Chapter 301—Travel Allowances

§301-11.204

§301-11.205

§ 301-11.206

§ 301-11.207

§301-11.208

§301-11.209

Will FAA reduce my
fixed rate per diem for a
meal(s) provided by a
common carrier or for
acomplimentary
meal(s) provided by a
hotel/motel?

How ismy fixed rate per
diem calculated when |
travel acrossthe
international dateline
(IDL)?

Must | beauthorized my
fixed rate in advance of
travel?

Must | inform my
authorizing official
beforemy fixed rate per
diem isauthorized if |
will not use commer cial
lodging or Government
quarters?

Must | stay in
commercial lodging or
ancther type of lodging
which requires payment
of an allowable lodging
costs?

Mus FAA pay memy
fixed rateif | perform
thetravel as
authorized?

No. A mea provided by acommon carrier or acomplimentary meal
provided by a hotel/motel doesn’t affect your per diem.

Generally, if you travel acrossthe IDL and are authorized afixed rate
per diem under § 301-11.200(a) of this part, your authorizing official
should authorize the amount you will receive on each day. Inall
other instances (i.e., such amount is not specifically authorized on a
day by day basis or you are authorized afixed rate under 88 301-
11.200 (b) through (e) of this part), your actual elapsed travel time will
be used to compute your per diem entitlement rather than calendar
days.

Y es, you must be authorized a specific amount before you begin
travel. If you are selecting the fixed rate option as provided in
§301-11.200(e) of this part, you must select the option prior to your
travel. You will not be able to select afixed rate option after travel is
performed.

Yes. Thisinformation is necessary to establish the proper fixed rate
reimbursement for you. If you fail to provide thisinformation to your
authorizing official, then:

(@ Your fixed rate authorization will be considered invalid;

(b) Youwill bereimbursed under lodgings plus;

() Youwill beresponsible for any excess payment; and

(d) FAA will treat such excess as a debt to the Government.

Yes, if your authorized fixed rate isintended to cover lodging. If you
do not stay in such lodging, then:

(@ Your fixed rate authorization will be considered invalid;
(b) Youwill bereimbursed under lodgings plus;

() Youwill beresponsible for any excess payment; and

(d) FAA will treat such excess as a debt to the Government.

Yes.

Effective Date: October 15, 1998
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§301-11.210

§301-11.211

§301-11.212

§301-11.213

§301-11.214

May | receivean
additional amount if my
fixed rate does not cover
my subsistence
expenses?

May | keep theamount
of thefixed ratewhich
exceeds my subsistence
expenses?

Must | itemize my
expenseson my travel
claim?

Mugt | provide proof
that | used commercial
lodging, or that | had to
pay to use some other
type of lodging?

How ismy fixed rate per
diem affected if | enter
into along-term rental
and return tomy
official station during
nonwor kdays?

No. You may, however, be authorized to use lodgings plus per diem
asprovided in subpart B of thispart or an ASEA as providedin
subpart D of this part for aparticular day if the following conditions

aremet:

(& Youwereauthorized afixed rate under § 301-11.200(a) of this

part;

(b) Your reduced rate was based on the Government providing you

lodging and/or meals at no cost;

() Youmake areasonable effort to obtain the Government provided

lodging and/or meals (e.g., making reservations with the
Government lodging facility as soon as possible after

notification, and planning your schedule to obtain meals at

Government fecilities);

(d) The Government cannot provide you the lodging and/or meals

that was the basis for your reduced rate; and
(&) Youarerequired to obtain lodging and/or meals at cost.

Yes.

No. You will be paid the fixed amount without itemization.

Y ou will not need to submit areceipt with your travel claim. The

authorizing official may, however, request documentation

substantiating that you used commercial lodging or had to pay to use

some other type of lodging.

If you return to your official station, FAA will not pay the fixed rate
per diem whileyou are at your official station whether the return
travel isauthorized or unauthorized. FAA will, however, consider
authorized tripsto your officia station in determining your actual

daily lodgings costsif you are authorized a fixed rate under

§301-11.200(a) of thispart. Y ou will be expected to pay your lodging
costs from the fixed amount you receive while at the temporary duty
site, so you should consider the time for which you will not receive

per diem in selecting your lodging facility.

Amendment 1
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PART 301-51—PAYING TRAVEL EXPENSES

SUBPART A—GENERAL

Sec.
301-51.1 What sources of funds are available to pay for my travel expenses?
301-51.2 What method of payment should | use?
301-51.3 When must | use excess and near-excess foreign currencies owned by the United States?
SUBPART B—PAYING FOR COMMON CARRIER TRANSPORTATION
301-51.100 What method of payment must | use to procure common carrier transportation?
301-51.101 Which procurement methods are considered the equivalent of cash?
301-51.102 Isthere any instance when | am exempt from the method of payment requirements contained in
§301-51.3?
301-51.103 Isthere any situation in which FAA may approve the cash purchase of common carrier
transportation in excess of $100?
301-51.104 How is my transportation reimbursement affected by unauthorized use of cash to procure
common carrier transportation?
301-51.105 What ismy liability if | losea GTR?
SUBPART C—CASH TRAVEL ADVANCES
301-51.200 For what expenses may | receive atravel advance?
301-51.201 Isthere any instance when an agency cannot authorize an advance for all other travel
expenses?
301-51.202 What is the maximum amount that FAA may advance?
301-51.203 When must | account for my advance?
301-51.204 What must | do about my advanceif my tripis canceled or postponed indefinitely?
SUBPART A—GENERAL
§301-51.1 What sourcesof funds Y ou may use the following sources of funds, as provided in
areavailablefor my use §301-51.2:
to pay for official travel
expenses? (@ Contractor-issued individualy billed travel card;
(b) Centrally billed account;
(c) Government Transportation Request (GTR);
(d) Travelerscheck;
(e) Cash obtained from authorized automated-teller-machine (ATM)
withdrawal;
(f) Frequent traveler credits; or
(g) Personal funds, including cash or a personal charge card.
Amendment 1
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§301-51.2 What method of Asfollows:
payment must | use?

For... You...

Y our travel expensesthat may be charged; (e.g. , Must use a contractor-issued individually billed travel
passenger transportation tickets, vehiclerental charges,  card unless:

lodging, meals),

(8 You arenotissued acontractor-issued individually
billed travel card;

(b) FAA suspended the use of your contractor-issued
individually billed travel card;

(©) You areauthorized to use another method of
payment (e.g., use of GTR or frequent flyer milesto
obtain passenger transportation);

(d) Thevendor will not accept the contractor-issued
individually billed travel card;

(e) You cannot use of the contractor-issued individually
billed travel card for security reasons; or

(f) You cannot accomplish your mission effectively by
using the contractor-issued individually billed travel

card.
Y our travel expenses that as ageneral rule may not be Should use the ATM feature of the contractor-issued
charged, individually billed travel card to get cash, but you may

use any method of payment available to you.

§301-51.3 When must | use Y ou must use excess and near-excess foreign currencies to pay for
excessand near-excess  official travel expenses when you travel to, in, or from aforeign
foreign currencies country. Thisincludes payment to acarrier providing service under a
owned by the United GTR or abill of lading aswell as payments for subsistence and other
States? local expenses. You will find additional guidance in the publications

referenced in paragraphs (a) and (b) of this section (make sure you
are familiar with the latest version of these publications before
making foreign travel arrangements).

(@) Office of Management and Budget (OMB) Circular A-20
prescribing the use of excess and near-excess foreign currencies
and periodic OMB bulletins that list such currencies; and

(b) The Department of State’sForeign Currency Bulletin series
concerning the use of foreign currencies.
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SUBPART B--PAYING FOR COMMON CARRIER TRANSPORTATION

§301-51.100 What method of payment Y ou must use a contractor issued individually billed travel card,

must | useto procure centrally billed account, or GTR to procure contract passenger
common carrier transportation services. For all other common carrier transportation,
transportation? you must use one of the methods specified in the following table:
For passenger You must use... Unless...
transportation services

costing...

$10orless, and air excess A contractor-issued individually ~ Special circumstances justify the use of aGTR or
baggage chargesof $15or  hilled travel card, centrally billed ~ Government excess baggage authorization ticket

lessfor each leg of atrip,  account, or cash, (GEBAT).
More than $10, but less A contractor-issued individually ~ None of the other methods are practicable, in which
than $100, billed travel card, centrally billed  case you may use cash.
account, or GTR,
More than $100, Only acontractor-issued Otherwise exempted in § 301-51.102 or 103.

individualy billed travel card,
centrally billed account, or GTR,

§301-51.101 Which payment Use of one of the payment methods in paragraphs (a) through (c) of
methodsare this section to procure common carrier transportation is considered
considered the the equivalent of cash and you must comply with therulesin

equivalent of cash? 41 CFR 101-41.203-2 that limit the use of cash for such purposes.
(@ Personal credit cards;

(b) Cash withdrawals obtained from an ATM using a contractor-
issued individually billed travel card; and

(c) Checks, both personal and travelers (including those obtai ned
through atravel payment system services program).

§301-51.102 Isthereany instance Y es, when FAA authorizes you to use areduced fare for group or
when | am exempt from  charter arrangements under § 301-10.155.
method of payment
requirements
contained in

§301-51-1007?

§301-51.103 Isthereany situation Yes, if the use of cash is due to an emergency circumstance where the
in which FAA may use of contractor-issued individually billed travel card, centrally billed
authorize or approve account or GTR ishot possible
theuseof cashin
excess of $100to
purchase common
carrier
transportation?

Amendment 1
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§301-51.104 How ismy
transportation
reimbursement
affected if | makean
unauthorized cash
purchase of common
carrier
transportation?

§301-51.105 What ismy liability if
| losea GTR?

If you are anew employee or aninvitational or infrequent traveler who
isunaware of proper procedures for purchasing common carrier
transportation, FAA may allow reimbursement for the full cost of the
transportation. In all other instances, your reimbursement shall be
limited to the cost of such transportation using the authorized method
of payment.

Y ou are liable for any Government expenditure that is caused by your
negligence in safeguarding the GTR or tickets received in exchange for
the GTR. To avoid liability, immediately report alost or stolen GTR to
your administrative office. If thelost or stolen GTR showsthe carrier
service desired, and point of origin, notify promptly in writing the
named carrier and other local initial carriers. Do not useaGTR that is
recovered after having been reported aslost or stolen. Instead, report
the GTR to your administrative office.

SUBPART C--CASH TRAVEL ADVANCES

§301-51.200 For what expensesmay Asfollows:

| receiveatrave
advance?

Effective Date: October 15, 1998
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PART 301-53—PROMOTIONAL MATERIALSAND FREQUENT TRAVELER

301-531
301-532
301-53.3
301-534
301-535
301-53.6
301-53.7

301-53.8
301-539

301-53.10
301-5311

§301-53.1

§301-53.2

§301-53.3

§301-53.4

PROGRAMS

What must | do with promotional benefits or materials | receive from atravel service provider?
Should | join afrequent traveler program?

Will FAA reimburse membership feesin afrequent traveler program?

How may | use frequent traveler benefits?

Under what circumstances may | use frequent traveler benefits to upgrade my transportation
class of service?

When FAA participatesin a mandatory travel management program, may | select atravel service
provider based on whether it provides frequent travel credits?

How should | handle frequent traveler credits when | accumulate both personal and official
creditsfrom asingle travel service provider?

What must | doif | cannot establish separate frequent traveler accounts?

What happens to my personal frequent traveler creditsif | commingle them with official business
credits without a separate accounting?

What ismy liability for improper use of frequent traveler benefits?

Isthere any instance when | may make personal use of benefits furnished by atravel service
provider?

What mugt | dowith Any promotional benefits or material you receive from aprivate

promoational benefitsor  source in connection with official travel are considered property of

materials| receivefrom the Government. Y ou must:

atravel service

provider? (@ Accept the benefits or materials on behalf of the Federal
Government;

(b) If the benefits or material are tangible (e.g., cash, couponsfor a
free flight, discount coupons, golf ball, gold nugget, etc.), you
must turn the benefits or material into your accounting office;
and

(c) If the benefits or material are not tangible (e.g., frequent flyer
mileage), you must report the benefits or material to your
authorizing official. FAA may ask for accounting of al
intangible benefits at any time.

Should | join afrequent  Yes.
traveler program?

Will FAA reimburse Y es, if the benefits of membership are expected to exceed the cost of
member ship feesin a membership.

frequent traveler

program?

How may | usefrequent  You may use frequent traveler benefits earned on official travel to
traveler benefits? obtain travel servicesfor asubsequent official travel assignment(s).
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§301-53.5

§301-53.6

§301-53.7

§301-53.8

§301-53.9

Under what
circumstances may |
usefrequent traveler
benefitsto upgrade my
transportation class of
service?

When FAA participates
in amandatory travel
management program,
may | select atravel
service provider based
on whether it provides
frequent travel credits?

How should | handle
frequent traveler
creditswhen |
accumulate both
personal and official
creditsfrom asingle
travel service provider?

What must | doif |
cannot establish
separ ate frequent
traveler accounts?

What happensto my
personal frequent
traveler creditsif |
commingle them with
official business credits
without a separ ate
accounting?

Y ou may use frequent traveler benefits earned on official travel to
upgrade your transportation class of service when:

(@) FAA authorizes you to upgrade to premium-class other than first-
class airline accommodations under § 301-10.143(g); or

(b) You are otherwise authorized to use premium-class service under
subpart B of part 301-10 for areason other than having the
necessary frequent traveler benefits to upgrade, and you can
obtain the premium-class service using your frequent traveler
benefits.

No. You must use mandatory travel management programsincluding
contract passenger transportation service when such programs are
available.

Y ou should establish separate accounts for personal and official use.

Y ou must be able to account for every credit and debit in your
frequent traveler program, and submit an accounting to FAA upon
request. The accounting must specify:

(@ Thedateand amount of all creditsyou receive for both personal
and official travel;

(b) The date and amount of any other credits (e.g., creditsfrom a
travel service vendor credit card) to your account; and

(c) Thedate and amount of any debit to your account for both
personal and official travel.

All creditsin your account will be considered official, and you will
lose benefit of your personal credits.

Amendment 1
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§302-1.18

§302-1.19

§302-1.20

§302-1.21

§302-1.22

What isyour
“residence’ ?

What isa“temporary
change of station
(TC9"?

What are“temporary
quarters’?

What are“temporary
quarterssubsistence
expenses (TQSE)” ?

What isa“transfer” ?

The place which you regularly commute to and from work. However,
where the official station or post of duty isin aremote areawhere
adequate family housing is not available within reasonable daily
commuting distance, residence includes the dwelling where the family
of the employee resides or will reside, but only if such residence
reasonably relates to the official station as determined by an
appropriate administrative official.

TCS means the rel ocation of an employee to anew official station for
atemporary period while the employeeis performing along-term
assignment and subsequent return of the employee to the previous
official station upon completion of that assignment.

Theterm “temporary quarters’ refersto lodging obtained for the
purpose of temporary occupancy from a private or commercial
source.

“Temporary quarters subsistence expenses’ or “TQSE” are
subsistence expenses incurred by an employee and/or his/her
immediate family while occupying temporary quarters. TQSE does
not include local transportation expenses incurred during occupancy
of temporary quarters (see 8 302-22.17 of part 302-22 for details).

When an employee is moved from one official station to another.

Amendment 1
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PART 302-4—RELOCATIONSRELATED TO A TEMPORARY CHANGE OF STATION

SUBPART A—GENERAL RULES

Sec.

302-4.1 What is the purpose of atemporary change of station (TCS)?

302-4.2 Am| digiblefor aTCS?

302-4.3 Whoisnot eligiblefor aTCS?

302-44 Must FAA authorize a TCS when | am directed to perform along-term assignment at a
temporary official station?

302-4.5 Under what circumstances will FAA authorizeaTCS?

302-4.6 If FAA authorizesa TCS, do | have the option of electing payment of temporary duty travel
allowances instead?

302-4.7 How long must my assignment be for me to qualify for aTCS?

302-4.8 What is the effect on my TCS reimbursement if my assignment lasts |ess than 12 months?

302-4.9 What isthe effect on my TCS reimbursement if my assignment lasts more than 36 months?

302-4.10 I'sthere any required minimum distance between an official station and along-term assignment
location that must be met for me to qualify for aTCS?

302-4.11 Must | sign a service agreement to qualify for aTCS?

302-4.12 What ismy official station during my long-term assignment?

SUBPART B—EXPENSES PAID UPON ASSIGNMENT

Sec.

302-4.100 What expenses must FAA pay for a TCS upon my assignment?

302-4.101 What expenses may FAA pay for a TCS upon my assignment?

302-4.102 What expenses will FAA not pay for a TCS upon assignment?

302-4.103 When should | begin travel and transportation under this subpart?

302-4.104 Should I begin my travel and transportation before | have been authorized?

302-4.105 When isthe latest that my immediate family or | may begin travel and transportation under this
subpart?

302-4.106 May FAA allow me an extension on the 9 month deadline to begin travel and transportation?

SUBPART C—EXPENSES PAID DURING ASSIGNMENT

Sec.

302-4.200 What expenses must FAA pay for aTCS during my assignment?

302-4.201 Will | receive a property management services incentive payment as provided in part 302-54 for
use of property management services under this subpart?

302-4.202 How long will FAA pay for these expenses?

Amendment 1
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SUBPART D—EXPENSES PAID UPON COMPLETION OF ASSIGNMENT OR UPON

302-4.300
302-4.301
302-4.302
302-4.303
302-4.304

302-4.305

302-4.306

302-4.307

SEPARATION FROM GOVERNMENT SERVICE

What expenses must FAA pay when | complete my long-term assignment?

What expenses may FAA pay when | complete my long-term assignment?

What expense will FAA not pay when | complete my long term assignment?

If | separate from Government service upon completion of my long-term assignment, what
relocation expenses will FAA pay upon my separation?

If | separate from Government service prior to completion of my long-term assignment, what
relocation expenses will FAA pay upon my separation?

If | have been authorized successive temporary changes of station and reassigned from one
temporary official station to another, what expenses will FAA pay upon completion of my last
assignment or my separation from Government service?

When isthe latest that my immediate family or | may begin travel and transportation under this
subpart?

May FAA allow me an extension on the 12 month deadline to begin travel and transportation?

SUBPART E—PERMANENT ASSIGNMENT TO TEMPORARY OFFICIAL STATION

Sec.
302-4.400 How is payment of my TCS expenses affected if | am permanently assigned to my temporary
official station?
302-4.401 Wheat relocation allowances must FAA pay when | am permanently assigned to my temporary
official station?
302-4.402 Wheat relocation allowances may FAA pay when | am permanently assigned to my temporary
official station?
302-4.403 If | am permanently assigned to my temporary official station, isthere any limitation on the
weight of household goods | may transport at Government expense to my official station?
302-4.404 Arethere any relocation allowances FAA may not pay if | am permanently assigned to my
temporary official station?
302-4.405 What rules govern the payment of expenses under this subpart?
SUBPART A—GENERAL RULES
§302-4.1 What isthepurposeof A TCS provides FAA an aternative to along-term temporary duty
atemporary change of travel assignment to increase employee satisfaction and enhance
gtation (TCS)? moral e, reduce the employee'sincome tax liability, and save the
Government money.
Amendment 1
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§302-4.2 Am | digiblefor a
TCS?

§302-4.3 Whoisnot eligiblefor
aTCS?

§302-4.4 Must FAA authorizea

TCSwhen | am directed
to perform along-term
assignment at a
temporary official
station?

Yes, if:

@

(b)

©

(d)

C

Y ou are an employee who is directed to perform along-term
assignment at atemporary location;

Y our assignment is not less than 12 months, nor more than 36
months;

Y ou otherwise would be eligible for payment of temporary duty
travel allowances authorized under chapter 301 of this subtitle;

You are not an individual who is not eligible under in § 302-4.3 of
this part; and

Your LOB, staff office, or Office of Chief Counsel determinesitis
in theinterest of the Government to offer aTCS.

The following individuals are not eligible for aTCS:

@
(b)

©

(d)
C

A new appointee;

An employee assigned to or from a State or local Government
under the Intergovernmental Personnel Act (5 U.S.C. 3372,

et. seq.);

Anindividua employed intermittently in the Government service
as aconsultant or expert and paid on adaily when-actually-
employed (WAE) basis;

Anindividual serving without pay or at $1 ayear; or

An employee assigned under the Government Employees
Training Act (5 U.S.C. 4109).

No. Your authorizing official determines the conditions under which
aTCSisnecessary to accomplish the purposes of the Government
effectively and economically.

Effective Date: October 15, 1998
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§302-4.5

§302-4.6

§302-4.7

§302-4.8

§302-4.9

§302-4.10

Under what
circumstances will
FAA authorizea TCS?

If FAA authorizesa
TCS, dol havethe
option of electing
payment of temporary
duty trave allowances
instead?

How long must my
assignment befor meto
qualify for aTCS?

What isthe effect on
my TCS
reimbursement if my
assignment lastsless
than 12 months?

What isthe effect on
my TCS
reimbursement if my
assignment lastsmore
than 36 months?

Isthereany required
minimum distance
between an official
station and along-term
assignment location
that must be met for me
to qualify for aTCS?

FAA will authorize aTCS when:

(& Youaredirected to perform along-term assignment at another
duty station;

(b) FAA otherwise could authorize temporary duty travel and pay
travel allowances, including payment of subsistence expenses,
under chapter 301 of this subtitle for the long-term assignment;

(©) Your authorizing official determinesit would be more
advantageous, cost and other factors considered, to authorize a
TCS; and

(d) You meet any additional conditionsyour LOB, staff office, or
Office of Chief Counsel has established.

Yes. Youwill betaxed, however, on any temporary duty travel
assignment which is expected to last more than one year, and will not
receive reimbursement for the taxesincurred on temporary duty travel
payments. FAA may decide to authorize a permanent change of
station instead of temporary duty travel expenses, in which case, you
will not be entitled to payment of relocation expenses upon return to
your old official station.

Not less than 12 months, nor more than 36 months.

Y our authorizing official may authorize a TCS only when along-term
assignment is expected to last 12 months or more. If your assignment
is cut short for reasons other than separation from Government
service, you will be paid TCS expenses.

If your assignment exceeds 36 months, your authorizing official must
permanently assign you to the temporary official station or return
you to your previous official station. FAA will not pay for
nontemporary storage or property management servicesincurred
after the last day of the thirty-sixth month after the date you report
for your assignment. FAA, however, must pay the expenses of
returning you and your immediate family and household goods to
your previous official station unless you are permanently assigned to
your temporary official station.

Y es, you must be away from your official station asdefined in
chapter 300 of thissubtitle. Your Line of Business, staff office, or
Office of Chief Counsel may establish a broader areawithin which it
will not authorizea TCS. For payment of temporary quarters
subistence expenses, however, you must meet the minimum mileage
requirement contained in § 302-22.2(c).

Effective Date: October 15, 1998
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§302-4.11 Must | sign aservice No.
agreement to qualify for
aTCS?
§302-4.12 What ismy official Your official station isthe location of your long-term assignment.
station during my long-
term assignment?
SUBPART B—EXPENSES PAID UPON ASSIGNMENT
§ 302-4.100 What expenses must FAA must pay:
FAA pay for aTCS
upon my assignment? (@ Transportation and subsistence expense for you and your
immediate family en route to your temporary official station as
provided in part 302-20 of this chapter;
(b) Transportation and temporary storage of your household goods
as provided in parts 302-40 and 302-41 of this chapter;
() A miscellaneous expenses allowance as provided in part 302-60
of this chapter;
(d) Transportation of amobile home instead of transportation of
your household goods as provided in part 302-45 of this chapter;
(e) Theexpenses of breaking alease not to exceed 3 monthsrent,
although FAA will not pay the expenses of breaking aleaseif
you use property management services as provided in
8§ 302-4.200 of this part; and
(f) A relocation income tax allowance as provided in part 302-61 of
this chapter for additional income taxes you incur on payments
your agency makes under the authority of this section and
§ 302-4.101 for your relocation expenses.
§302-4.101 What expenses may FAA may pay:
FAA pay for aTCS
upon my assignment? (@ Temporary quarters subsistence expenses for a period not to
exceed 30 days as provided in part 302-22 of this chapter; or
(b) Transportation of a privately owned automobiles(s) as provided
in part 302-43 of this chapter.
Amendment 1
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§302-4.102

§302-4.103

§302-4.104

§302-4.105

§302-4.106

What expenseswill
FAA not pay for aTCS
upon assignment?

When should | begin
travel and
transportation under
thissubpart?

Should | begin my
travel and
transportation beforel
have been authorized?

When isthelatest that
my immediate family or
| may begin travel and
transportation under
thissubpart?

May FAA allow mean
extension on the 9
month deadlineto begin
travel and
transportation?

FAA will not pay:
(& Househunting trip expenses;

(b) Transportation of amobile home instead of transportation of
household goods;

(c) Expensesrelated to the sale of your residence, or termination of
your lease, at the old official station and purchase of aresidence

at your new official station;
(d) A home marketing incentive payment; or

(e) Expensesrelated to the use of relocation services.

As soon as practical after being authorized your temporary change of

official station.

No. If you begin travel and transportation before you are authorized,
you will not receive payment for any expenses incurred before your

travel authorization was signed.

Y ou and your immediate family must begin your travel and

transportation not later than 9 months after the effective date of your

transfer.

No.

Effective Date: October 15, 1998
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SUBPART C—EXPENSES PAID DURING ASSIGNMENT

§ 302-4.200 What expenses must FAA must pay:
FAA pay for aTCS
duringmy assignment? (a) Nontemporary storage of household goods as provided in part
302-42 of this chapter (although you will not receive payment of
nontemporary storage if you elect payment for transportation of
amobile home as provided in § 302-4.100(d)); and

(b) Property management services as provided in part 302-51 of this
chapter (although you will not receive payment of property
management servicesif you elect payment for transportation of a
mobile home as provided in § 302-4.100(d) or the expenses of
breaking alease as provided in § 302-4.100(€)).

§302-4.201 Will | receivea No.
property management
servicesincentive
payment asprovided in
part 302-54 for use of

property management
services under this
subpart?
§ 302-4.202 How longwill FAA pay  For the duration of your long-term assignment, not to exceed 36
for these expenses? months.

Amendment 1
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SUBPART D—EXPENSES PAID UPON COMPLETION OF ASSIGNMENT OR UPON
SEPARATION FROM GOVERNMENT SERVICE

§302-4.300 What expenses must FAA must pay the following expensesin connection with your return
FAA pay when | to your previous official station:
complete my long-term
assignment? (& Transportation and subsistence expenses for you and your

immediate family en route to your previous official station as
provided in part 302-20 of this chapter;

(b) Transportation and temporary storage of your household goods
as provided in parts 302-40 and 302-41 of this chapter;

() Transportation of amobile home instead of transportation of
your household goods as provided in part 302-45 of this chapter;

(d) A miscellaneous expenses allowance as provided in part 302-60
of this chapter; and

(e) A relocation income tax allowance as provided in part 302-61 of
this chapter for additional income taxes you incur on payments
your agency makes under the authority of this section and
§ 302-4.301 of this part for your relocation expenses.

§302-4.301 What expenses may FAA may pay:
FAA pay when |
completemy long-term  (8) Temporary quarters subsistence expenses for a period not to
assignment? exceed 30 days as provided in part 302-22 of this chapter; and/or
(b) Transportation of a privately owned automobile(s) as provided
in part 302-43 of this chapter.
§ 302-4.302 What expensewill FAA  FAA will not pay:
not pay when | complete
my long term (& Househunting trip expenses;
assignment?

(b) Expensesrelated to the sale of your residence, or termination of
your lease, at the old official station and purchase of aresidence
at your new official station;

(c) A home marketing incentive payment;

(d) A property management services incentive payment; or

(e) Expensesrelated to the use of relocation services.

Effective Date: October 15, 1998 4-8
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§302-4.303

§302-4.304

§302-4.305

§ 302-4.306

§ 302-4.307

If | separatefrom
Government service
upon completion of my
long-term assignment,
what relocation
expenseswill FAA pay
upon my separ ation?

If | separatefrom
Government service
prior to completion of
my long-term
assignment, what
relocation expenseswill
FAA pay upon my
Separation?

If I have been
authorized successive
temporary changes of
station and reassigned
from onetemporary
official station to
another, what expenses
will FAA pay upon
completion of my last
assignment or my
separation from
Government service?

When isthelatest that
my immediate family or
| may begin travel and
transportation under
thissubpart?

May FAA allow mean
extension on the 12
month deadlineto begin
travel and
transportation?

The same rel ocation expenses it would have paid had you not
separated from Government service upon completion of your long-
term assignment.

If the separation isfor reasons beyond your control that are
acceptableto FAA, FAA will pay the same relocation expenses it
would pay under 8 302-4.302 if you separated from Government
service upon completion of the long-term assignment. If thisis not
the case, the expenses FAA pays may not exceed the reimbursement
that you would have received under chapter 301 of this subtitle had
you been authorized to perform temporary duty travel for the actual
duration of the long-term assignment.

FAA will pay the expenses authorized in 88 302-4.300 and
302-4.301 for your relocation from your current temporary official
station to your last permanent official station.

Y ou and your immediate family must begin your travel and
transportation not later than 12 months after the date of the
completion of your assignment or the date of your separation, if you
separate prior to the completion of the assignment.

No.

Effective Date: October 15, 1998
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SUBPART E—PERMANENT ASSIGNMENT TO TEMPORARY OFFICIAL STATION

§ 302-4.400

§ 302-4.401

§ 302-4.402

How is payment of my
TCS expenses affected
if | am permanently
assigned to my
temporary official
sation?

What relocation
allowancesmust FAA
pay when | am

per manently assigned
to my temporary official
sation?

What relocation
allowancesmay FAA
pay when | am

per manently assigned
to my temporary official
sation?

Payment of TCS expenses stops once your temporary official station
becomes your permanent official station. FAA will not pay any TCS
expenses incurred beginning the day your temporary official station
becomes your permanent official station.

FAA must pay the following:

@

(b)

(©

(d)

(©

Transportation and subsistence expenses as provided in part
302-20 of this chapter for one round trip between your temporary
official station and your previous official station for you and
members of your immediate family who relocated to the
temporary official station with you. FAA may also pay the same
expenses for aone-way trip from the previous official station to
the new permanent official station for any immediate family
members who did not accompany you to the temporary official
station;

Residence transaction expenses as provided in part 302-50 of
this chapter;

Property management expenses as provided in part 302-51 of this
chapter;

Residence-related rel ocation services expenses, (e.g., expenses
under a homesale program, expenses for homefinding assistance,
and property management services) as provided in part 302-70 of
this chapter; and

Transportation of household goods not previously transported
to thetemporary official station as provided in part 302-40 of this
chapter.

FAA may pay:

@

(b)

Temporary quarters subsistence expenses as provided in
part 302-22 of this chapter; and/or

Transportation of aprivately owned automobile(s) not
previously transported to the temporary official station as
provided in part 302-43 of this chapter.

Effective Date: October 15, 1998
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§302-4.403

§302-4.404

§ 302-4.405

If 1 am permanently
assigned to my
temporary official
station, isthereany
limitation on the weight
of household goods |
may transport at
Government expenseto
my official station?

Arethereany
relocation allowances
FAA may not pay if | am
per manently assigned
to my temporary official
station?

What rulesgovern the
payment of expenses
under thissubpart?

Yes. You arelimited to 18,000 pounds net weight. This maximum
weight will be reduced by the weight of any household goods
transported at Government expense to your temporary officia station
under your TCS authorization. Subject to the 18,000 pound limit,
FAA will pay to transport any household goods in nontemporary
storage to your official station. Additionally, if you change your
residence as aresult of your permanent assignment to your
temporary official station, FAA may pay for transporting your
household goods, subject to the 18,000 pound limit, between the
residence you occupied during your temporary assignment and your
new residence.

FAA will not pay for the following:

(& Expensesof ahousehunting trip for you and your spouse to
your temporary official station; or

(b) Residence transaction expenses for selling aresidence or
breaking alease at the temporary officia station.

Y ou are governed by therulesin part 302-3 of this chapter except as
provided in this subpart. Y ou, therefore, must:

(8 Meet the distance requirements contained in subpart A of part
302-3;

(b) Begintravel and transportation allowed under this subpart
within the timeframes, including any extension, provided in
subpart A of part 302-3; and

(c) Signaservice agreement effective the date you are permanently
assigned to your temporary official station in accordance with
subpart A of part 302-3.

Effective Date: October 15, 1998
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PART 302-22—ALLOWANCE FOR TEMPORARY QUARTERS SUBSISTENCE
EXPENSES

SUBPART A—GENERAL RULES

Sec.

302-22.1 What is the purpose of the TQSE allowance?

302-22.2 Am| eligible for a TQSE allowance?

302-22.3 Who is not eligible for aTQSE allowance?

302-22.4 Must FAA authorize payment of a TQSE allowance?

302-22.5 Under what circumstances will | receive a TQSE allowance?

302-22.6 Who may occupy temporary quarters at Government expense?

302-22.7 Where may |/we occupy temporary quarters at Government expense?

302-22.8 May my immediate family and | occupy temporary quarters at different locations?

302-22.9 What methods may FAA use to reimburse me for TQSE?

302-22.10 Must | document my TQSE to receive reimbursement?

302-22.11 How soon may |/we begin occupying temporary quarters at Government expense?

302-22.12 How is my TQSE allowance affected if my temporary quarters become my permanent residence
quarters?

302-22.13 May | receive an advance of funds for TQSE?

302-22.14 Arethere any other rules which govern payment of my TQSE allowance?

302-22.15 May | receive a TQSE allowanceif | am receiving another subsistence expenses alowance?

302-22.16 Am| eligiblefor aTQSE allowanceif | transfer to aforeign area?

302-22.17 May | be reimbursed for local transportation expenses incurred while | am occupying temporary
quarters?

SUBPART B—ACTUAL TQSE METHOD OF REIMBURSEMENT

Sec.

302-22.100 What am | paid under the actual TQSE reimbursement method?

302-22.101 May FAA reduce my TQSE allowance below the “maximum allowable amount”?

302-22.102 What isthe “applicable per diem rate” under the actual TQSE reimbursement method?

302-22.103 When isthe latest that | may begin the period for which | may claim actual TQSE
reimbursement?

302-22.104 How long may | be authorized to claim actual TQSE reimbursement?

302-22.105 How isthe period | am authorized to claim actual TQSE reimbursement affected when | perform
ahousehunting trip at Government expense?

302-22.106 What isa“compelling reason” warranting extension of my authorized period for claiming actual
TQSE reimbursement?

302-22.107 May | interrupt occupancy of temporary quarters?

302-22.108 What effect do partial days of temporary quarters occupancy have on my authorized period for
claiming actual TQSE reimbursement?

302-22.109 When does my authorized period for claiming actual TQSE reimbursement end?

302-22.110 May the period for which | am authorized to claim actual TQSE reimbursement for myself be
different from that of my immediate family?

302-22.111 Wheat effect do partial days have on my actual TQSE reimbursement?

302-22.112 May | and/or my immediate family occupy temporary quarters longer than the period for which |
am authorized to claim actual TQSE reimbursement?

Amendment 1
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SUBPART C—FIXED AMOUNT REIMBURSEMENT

Sec.
302-22.200 What am | paid under the fixed amount reimbursement method?
302-22.201 For what period of time may | receive afixed amount reimbursement?
302-22.202 Will FAA reduce the period of time for which | may receive afixed amount reimbursement by
the period of time | perform ahousehunting trip?
302-22.203 How do | determine the amount of my payment under the fixed amount reimbursement method?
302-22.204 Will | receive additional TQSE reimbursement if my fixed amount is not adeguate to cover my
TQSE?
SUBPART A—GENERAL RULES
§302-22.1 What isthepurposeof ~ The TQSE alowance is intended to reimburse an employee
the TQSE allowance? reasonably and equitably for subsistence expensesincurred when it
IS hecessary to occupy temporary quarters.
§302-22.2 Am | eigiblefor a You are eligible for aTQSE dlowanceif:

TQSE allowance?

(@ Youare

(1) Anemployee authorized relocation benefits for a permanent
change of station (PCS) under part 302-3 of this chapter; or

(2) Anemployee authorized relocation benefits for atemporary
change of station (TCS) under part 302-4 of this chapter;

(b) Your new official station (or temporary official station if you are
performing a TCS) islocated within anonforeign area; and

() Your old and new official stations (or temporary official station if
you are performing a TCS) are 50 miles or more apart (as
measured by map distance) viaausually traveled surface route.

Effectivee October 15, 1998
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§302-22.3

§302-22.4

§302-22.5

§302-22.6

§302-22.7

§302-22.8

Whoisnot digiblefor
aTQSE allowance?

Must FAA authorize
payment of aTQSE
allowance?

Under what
circumstanceswill |
receivea TQSE
allowance?

Who may occupy
temporary quartersat
Government expense?

Where may | /we occupy
temporary quartersat
Government expense?

May my immediate
family and | occupy
temporary quartersat
different locations?

Thefollowing are not eligible:
(@ Anemployeetransferredto apost of duty in aforeign area;

(b) Anemployee performing a TCSto atemporary officia stationin
aforeign area;

(©) A new appointes;
(d) A student trainese;

(e) Anemployeereturning from an assignment outside CONUSto
an assignment at his/her place of residence;

(f) Anemployeereturning from an assignment outside CONUS for
separation from FAA service; or

(9) Anemployeereceiving a“last move home” benefit.

No, FAA determines whether it isin the Government'sinterest to pay
TQSE.

Y ou will receive a TQSE allowanceif:

(& Your authorizing official authorizesit before you occupy the
temporary quarters (your authorization must specify the period
of time allowed for you to occupy temporary quarters);

(b) You have signed a service agreement; and

() Youmeet any additional conditionsyour LOB, staff office, or
Office of Chief Counsel has established.

Only you and/or your immediate family may occupy temporary
quarters at Government expense.

Y ou and/or your immediate family may occupy temporary quarters at
Government expense within reasonable proximity of your old and/or
new officia stations. Neither you nor your immediate family may be
reimbursed for occupying temporary quarters at any other location,
unlessjustified by special circumstances that are reasonably related
to your transfer.

Yes. For example, if you must vacate your home at the old official
station and report to the new official station and your family remains
behind until the end of the school year, you may need to occupy
temporary quarters at the new official station while your family
occupies temporary quarters at the old official station.

Effectivee October 15, 1998
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§302-22.9

§302-22.10

§302-22.11

§302-22.12

§302-22.13

§302-22.14

§302-22.15

§302-22.16

What methods may
FAA usetoreimburse
mefor TQSE?

Must | document my
TQSE toreceve
reimbur sement?

How soon may | /iwe
begin occupying
temporary quartersat
Government expense?

How ismy TQSE

allowance affected if my

temporary quarters
become my permanent
residence quarters?

May | receivean
advance of fundsfor
TQSE?

Arethereany other
ruleswhich govern
payment of my TQSE
allowance?

May | receivea TQSE
allowanceif | am
receiving another
subsistence expenses
allowance?

Am | eligiblefor a
TQSE allowanceif |
transfer toaforeign
area?

FAA will reimburse you for TQSE under the actual expense method
as provided in subpart B of this part unlessit permits the “fixed
amount” reimbursement method as provided in subpart C of this part
asan aternative. If FAA makes both methods available to you, you
may select the one you prefer. Onceyou elect one method, your
decisionisirrevocable.

For fixed amount TQSE reimbursement, you do not document your
TQSE. For actual TQSE reimbursement, you must document your
TQSE by itemizing each expense and providing receipts:

(@ For any singleitem over $75 asrequired by § 301-52.4(b) of
chapter 301 of this subtitle; and

(b) For all meal and incidental expenses for the period for which you
are authorized actual expense TQSE reimbursement, if your meals
and incidental expenses for that period exceeds 46 percent of the
maximum allowable amount provided in § 302-22.100 of this part.

Assoon as FAA authorizes you to receive a TQSE allowance and
you have signed a service agreement.

If your temporary quarters become your permanent residence
quarters, you may receive a TQSE allowance only if you show ina
manner satisfactory to FAA that you initially intended to occupy the
quarters temporarily.

Yes. FAA may advance the amount of funds necessary to cover
your estimated TQSE expenses for up to 30 days. FAA subsequently
may advance additional funds for periods up to 30 days.

Y es, therulesin part 301-11 govern payment of your TQSE
allowance, except as specifically provided in this part.

No, with one exception. Y ou may receive a cost-of-living allowance
payable under 5 U.S.C. 5941 in addition to a TQSE allowance.

No. You may not receive a TQSE allowance under this part when you
transfer to aforeign area. However, you may qualify for acomparable
allowance under the Standardized Regulations (Government Civilians,
Foreign Areas) prescribed by the State Department.

Amendment 1

Effectivee October 15, 1998
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§302-22.17

May | berembursed for
local transportation
expensesincurred
whilel am occupying
temporary quarters?

Generally not. Local transportation expenses are not TQSE, and there |
is no authority to pay them as such. Y ou may, however, be
reimbursed under part 301-10 of chapter 301 of this subtitle for
necessary transportation expenses if you perform local official
businesstravel while you are occupying temporary quarters.

SUBPART B—ACTUAL TQSE METHOD OF REIMBURSEMENT

§302-22.100

method?

What am | paid under
theactual TQSE
reimbur sement

FAA will pay your actual TQSE incurred, provided the expenses are
reasonable and do not exceed the maximum allowable amount. The
“maximum allowable amount” is the “maximum daily amount”

multiplied by the number of days you actually incur TQSE not to
exceed the number of days authorized, taking into account that the
rates change after 30 daysin temporary quarters. The “maximum
daily amount” is determined by adding the ratesin the following table
for you and each member of your immediate family authorized to
occupy temporary quarters:

For

The“maximum daily amount” of TQSE under the actual expense method that...

You and/or your
unaccompanied spouse
may receiveis...

Your accompanied spouse
or amember of your
immediate family whois
age 12 or older may
receiveis...

A member of your
immediate family whois
under age 12 may receive
is...

Thefirst 30 days of
temporary quarters,

The applicable per diem
rate.

.75 times the applicable per
diemrate.

.5 times the applicable per
diemrate.

Any additional days of
temporary quarters

.75 times the applicable per
diemrate.

.5 times the applicable per
diemrate.

A4 times the applicable per
diemrate.

§302-22.101

May FAA reduce my
TQSE allowance below
the“maximum

allowable amount” ?

§302-22.102

What isthe“applicable
per diem rate” under

theactual TQSE
reimbur sement

method?

Yes. If the estimated daily amount of your TQSE isdetermined in
advance to be lower than the maximum daily amount, FAA may
reduce the maximum allowable amount to your expected expenses.

The “applicable per diem rate” under the actual TQSE reimbursement
method is asfollows:

For temporary quarterslocated in...

Theapplicable per diem rateis...

The continental United States (CONUS),

The standard CONUS rate.

A nonforeign area outside CONUS,

Thelocality rate established by the Secretary of
Defense or the Secretary of State under
§ 301-11.20 of chapter 301 of this subtitle.

Amendment 1
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§302-22.103 When isthelatest that |  The period must begin before the maximum time expires for
may begin the period beginning allowable travel and transportation as provided in
for which I may claim 88 302-3.40 through 302-3.47 of this chapter for employees

actual TQSE performing a PCS and 88 302-4.105, 302-4.306, and 302-4.405 of this
reimbur sement? chapter for employees performing aTCS.
§302-22.104 How long may | be Asfollows:
authorized to claim
actual TQSE
reimbur sement?
If youare... Then...
An employee authorized relocation benefits ~ FAA may authorize you to claim actual TQSE in 30-day increments,
for aPCS, not to exceed 60 consecutive days. However, if FAA determines that

there is acompelling reason for you to continue occupying temporary
quarters after 60 consecutive days, FAA may authorize an extension
of up to 60 additional consecutive days. Under no circumstances
may you be authorized to claim actual TQSE reimbursement for more
than atotal of 120 consecutive days.

An employee authorized relocation benefits ~ FAA may authorize you to claim actual TQSE for a period of 30

foraTCS, consecutive days. FAA will not grant any extensionsto the 30 day

period.

§302-22.105 How istheperiod | am Y our period for claiming actual TQSE reimbursement will be reduced
authorized to claim by the number of days of your househunting trip if you are paid a per
actual TQSE diem allowance for you and/or your spouse’ shousehunting trip
reimbursement affected expenses and by 5 daysif you select a fixed amount reimbursement
when | perform a for you and/or your spouse’ shousehunting trip subsistence
househunting trip at expenses.

Government expense?

Amendment 1
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§302-22.106 What isa“compelling A “compelling reason” isan event that is beyond your control and is
reason” warranting acceptableto FAA. Examplesinclude, but are not limited to:
extension of my
authorized period for (@ Delivery of your household goodsto your new residenceis
claiming actual TQSE delayed due to strikes, customs clearance, hazardous weather,
reimbur sement? fires, floods or other acts of God, or similar events;

(b) Y ou cannot occupy your new permanent residence because of
unanticipated problems (e.g., delay in settlement on the new
residence, or short-term delay in construction of the residence);

() Youareunableto locate a permanent residence whichis
adequate for your family's needs because of housing conditions
at your new official station; or

(d) Suddenillness, injury, or death of employee or immediate family

member.
§ 302-22.107 May | interrupt Yes. Your authorized period for claiming actual TQSE reimbursement
occupancy of temporary  ismeasured in consecutive days, and once begun, normally
quarters? continues to run whether or not you occupy temporary quarters. Y ou

may, however, interrupt your authorized period for claiming actual
TQSE reimbursement in the following instances:

(@ Forthetimeallowed for en route travel between the old and new
official stations;

(b) For circumstances attributable to official necessity such asan
intervening temporary duty assignment or military duty; or

() For anonofficial necessary interruption such as hospitalization,
approved sick leave, or other reason beyond your control and
acceptableto FAA.

§302-22.108 What effect do partial Occupancy of temporary quarters for less than awhole day
daysof temporary constitutes one full day of your authorized period. (However, see
quarter s occupancy §302-22.111 regarding en route travel )

have on my authorized
period for claiming
actual TQSE

reimbur sement?
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§302-22.109

§302-22.110

§302-22.111

§302-22.112

§302-22.200

§302-22.201

When does my
authorized period for
claiming actual TQSE
reimbursement end?

May the period for
which | am authorized
to claim actual TQSE
reimbur sement for
myself be different from
that of my immediate
family?

What effect do partial
dayshave on my actual
TQSE reimbursement?

May | and/or my
immediate family
occupy temporary
quarterslonger than
the period for which |
am authorized to claim
actual TQSE

reimbur sement?

The period ends at midnight on the earlier of:

(@ Theday preceding the day you and/or any member of your
immediate family occupies permanent residence quarters; or

(b) Theday your authorized period for claiming actual TQSE
reimbursement expires.

No, the eligibility period for which you are authorized to claim actual
TQSE reimbursement for yourself and for each member of your
immediate family must run concurrently.

Y ou may not receive reimbursement under both the actual TQSE
allowance and another subsistence expenses allowance within the
same calendar day, with one exception: if you claim TQSE
reimbursement on the same day that en route travel per diem ends,
your en route travel per diem will be computed under applicable
partial day rulesand you also may be reimbursed for actual TQSE
you incur after 6:00 p.m. of that day.

Y es, but you will not be reimbursed for any of the expenses you incur
during the unauthorized period.

SUBPART C—FIXED AMOUNT REIMBURSEMENT

What am | paid under
the fixed amount
reimbur sement
method?

For what period of time
may | receive afixed
amount

reimbur sement?

If FAA offersand you select the fixed amount TQSE reimbursement
method, you are paid afixed amount instead of your actual expenses.

For a period determined reasonable by FAA not to exceed 30 days.
No extensions are allowed under the fixed amount method.

Effectivee October 15, 1998

22-8



FEDERAL AVIATION ADMINISTRATION TRAVEL POLICY
Chapter 302—Relocation Allowances

§ 302-22.202 Will FAA reducethe No. Your period will not be reduced regardless of whether FAA pays
period of timefor which  you aper diem or afixed amount for your househunting trip
| may receive afixed expenses.
amount reimbur sement
by theperiod of time
performa
househunting trip?

§ 302-22.203 How do| determinethe  Multiply the number of days FAA authorizes TQSE by .75 times the
amount of my payment maximum per diem rate (i.e., lodging plus meals and incidental
under thefixed amount  expenses) prescribed in chapter 301 of this subtitle for the locality of

reimbur sement the new official duty station. Then, for each member of your

method? immediate family, multiply the same number of days by .25 timesthe
same per diem rate. Y our payment will be the sum of these
calculations.

§302-22.204 Will | receiveadditional  No.
TQSE reimbursement
if my fixed amount is
not adequateto cover
my TQSE?
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8302-23.5 Must FAA authorize
payment of the
allowancefor overseas
tour renewal travel?

8302-23.6 Under what
circumstanceswill |
receive the allowance
for overseastour
renewal travel?

§302-23.7 Who may travel on an
overseastour renewal
trip at Government
expense?

§302-23.8 How many overseas
tour renewal trips may
FAA authorize?

No. FAA determineswhen it isin the Government'sinterest to
authorize you an allowance for overseas tour renewal travel.

Y ou will receive an allowance for overseas tour renewal travel if:
(& Youcompleteyour assignment at your post of duty;

(b) You agreeto serve an additional tour at your post of duty or to
transfer to another post of duty;

() Yousign aservice agreement;

(d) FAA authorizesyou to perform aoverseas tour renewal travel
after completion of your assignment and prior to when you
travel; and

Y ou meet any additional conditions your line of business, staff office,
or the Office of Chief Counsel has established.

Y ou and individuals who are considered members of your immediate
family on your travel authorization. |f one or more members of your
immediate family are employees and el ect separate rel ocation benefits
under § 302-2.101 of this chapter, then those immediate family
members, and the dependents listed on their travel order, are not
considered members of your immediate family on your travel
authorization, and thus, may not perform overseas tour renewal travel
as part of your overseas tour renewal travel authorization. They may,
however, exercise their separate overseas tour renewal travel under
their travel authorizations.

FAA may authorize trips as follows:

If youare...

Then FAA may authorize...

Stationed in aforeign areaor anonforeign area
outside the United States,

One overseas tour renewal trip each time you complete your
service agreement which isrelated to your assignment at
your post of duty.

Stationed in Alaska and have been continuously One overseas tour renewal trip each time you complete your

stationed at a post of duty in Alaskasince
September 8, 1982,

service agreement which isrelated to your assignment at
your post of duty.

Stationed in Alaska and have not been continuously  During thefirst 5 years you are stationed in Alaska, one

stationed at a post of duty in Alaska since
September 8, 1982,

overseas tour renewal trip for each of the first two times you
complete your service agreement which isrelated to your
assignment at your post of duty. After thefirst 5years, FAA
will not authorize a overseas tour renewal trip.

Amendment 1
Effectivee October 15, 1998
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§302-23.9 Where must my
overseastour renewal
travel originate?

§302-23.10 What isthe
“authorized
degtination” of my
overseastour renewal
travel and my
immediate family’s
overseastour renewal

At your post of duty.

Y our place of residence.

travel?
§302-23.11 May | and/or amember  Asfollows:
of my immediate family
travel to adestination
other than my
“authorized
destination” ?
If your place of residenceisin... Then, you and/or amember of your immediate family may travel to...
A nonforeign area, Any location in anonforeign area, and FAA will pay your travel costs not to

exceed what it would have cost for you and/or the members of your immediate
family to travel to your authorized destination. FAA will not pay you for
overseas tour renewal travel to aforeign area.

A foreign area, Any location in the country of your place of residence, and FAA will pay your
travel costs not to exceed what it would have cost for you and/or the members
of your immediate family to travel to your authorized destination. FAA will
not pay you for tour renewal travel to aforeign country other than the country
of your place of residence.

§302-23.12 How long may | perform
my over seastour
renewal travel?

§302-23.13 Must | returntomy
post of duty upon
completion of my
overseastour renewal
travel?

§302-23.14 May | travel to my post
of duty separately from
members of my
immediate family?

Y ou may perform tour renewal travel for areasonable period of time
established by your LOB, staff office, or Office of Chief Counsel not
to exceed 30 days.

Yes.

Yes.

Effectivee October 15, 1998
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PART 302-40—ALLOWANCE FOR TRANSPORTATION OF HOUSEHOLD GOODS

302-40.1

302-40.2

302-40.3

302-40.4

302-405

302-40.6

302-40.7

302-40.8

302-40.9

302-40.10

302-40.11

302-40.12

302-40.13

302-40.14

302-40.15

Sec.

302-40.100

302-40.101
302-40.102

302-40.103

302-40.104

AND PROFESSIONAL BOOKS, PAPERS, AND EQUIPMENT

SUBPART A—GENERAL RULES

What is the purpose of the allowance for the transportation of household goods and
professional books, papers, and equipment?

Am | eligible for an allowance for the transportation of household goods and professional
books, papers, and equipment?

Must FAA pay an alowance for transportation of my household goods and professional
books, papers, and equipment?

What is the maximum amount of household goods and professional books, papers, and
equipment that | may transport at Government expense?

May | transport professional books, papers, and equipment in excess of the limit in

§302-40.4?

How do | determine the net weight of my household goods and professional books, papers, and
equipment?

Must | obtain ahill of lading, weight certificate, or other document which shows gross weight
and tare weight?

Isthere alimit on the number of lots of household goods that | may transport at Government
expense?

Where isthe “authorized point of origin” and “authorized destination” of the transportation of
my household goods and professional books, papers, and equipment?

What if | transport my household goods and professional books, papers, and equipment from a
point of origin other than my authorized point of origin and/or to a destination other than my
authorized destination?

What will FAA pay meif my household goods are damaged or destroyed by the household
goods carrier?

If | relocate wholly within CONUS, under what methods may FAA transport my household
goods and professional books, papers, and equipment?

If | relocate to or from apoint outside CONUS, under what methods may FAA transport my
household goods and professional books, papers, and equipment?

Under what method will FAA transport my professional books, papers, and equipment if they
are transported separately as an administrative expense?

If | arrange for the transportation of my household goods, and professional books, papers, and
equipment, are there any limitations on the method of transportation | may select?

SUBPART B—ACTUAL EXPENSE METHOD

What expenses will FAA pay in connection with transportation of my household goods and
professional books, papers, and equipment?

How are my transportation expenses paid under the actual expense method?

What must FAA do when | transport household goods and professional books, papers, and
equipment under the actual expense method?

What must | do when | transport household goods and professional books, papers, and
equipment under the actual expense method?

What ismy liability if | transport more household goods than are authorized under § 302-40.47?
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302-40.105 What am | reimbursed if | decide to transport my household goods myself after FAA authorizes
transportation of household goods by the actual expense method?
302-40.106 Will FAA pay me awage, salary, fee or other charge for my labor if | or amember of my
immediate family pack my household goods and/or transport my household goods?
302-40.107 What value should | declare for the shipment of my property to a post of duty?
SUBPART C—COMMUTED RATE SYSTEM
Sec.
302-40.200 How are my transportation expenses paid under the commuted rate system?
302-40.201 How do | determine the appropriate mileage for my commuted rate fixed amount reimbursement?
302-40.202 How is my reimbursement affected if | am charged arate for aweight of household goodsin
excess of my actual weight?
302-40.203 What must FAA do when | transport household goods under the commuted rate system?
302-40.204 What must | do when | transport household goods under the commuted rate system?
302-40.205 May | get an additional payment if my commuted rate fixed amount payment does not cover all
my transportation expenses?
SUBPART A—GENERAL RULES
§302-40.1 What isthepurposeof ~ To facilitate employee mobility by assisting the relocating employee
the allowancefor the to move personal living items from his old duty station to his new
transportation of duty station.
household goods and
professional books,
papers, and equipment?
§302-40.2 Am | eigiblefor an Yes, if you are:
allowancefor the
transportation of (@ Anemployee authorized relocation benefits for a permanent
household goods and change of station (PCS) under part 302-3 of this chapter;
professional books,
papers, and equipment?  (b) An employee authorized relocation benefits for atemporary
change of station (TCS) under part 302-4 of this chapter;

(©) A new appointee or student trainee authorized relocation
benefitsin connection with your assignment to your first official
station under part 302-5 of this chapter;

(d) Anemployee authorized return transportation under part 302-6
of this chapter; or

(&) Anemployee authorized relocation benefits for a“last move
home” under part 302-7 of this chapter.

Amendment 1
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§302-40.15 If I arrangefor the
transportation of my
household goods, and
professional books,
papers, and equipment
arethereany
limitationson the
method of
transportation | may
select?

Y es, you may hot transport your household goods by aforeign flag
vessel unless you establish the necessity therefor and FAA
approvesin advance your use of foreign flag vessel. If you arrange
for air shipment, you must ship your household goods by U.S. flag
carrier, unless U.S. flag serviceis not available. FAA will not pay
your transportation costsif you improperly use aforeign flag vessel
or air carrier.

SUBPART B—ACTUAL EXPENSE METHOD

§ 302-40.100 What expenses will
FAA pay in connection
with transportation of
my household goodsand
professional books,
papers, and equipment?

§ 302-40.101 How aremy
transportation expenses
paid under the actual
expense method?

§ 302-40.102 What must FAA do
when | transport
household goodsand
professional books,
papers, and equipment
under the actual
expense method?

§ 302-40.103 What must | dowhen |
transport household
goods and professional
books, papers, and
equipment under the
actual expense method?

FAA will pay your actual expenses of transportation, including line-
haul transportation, packing, crating, unpacking, drayage incident to
transportation, and necessary accessorial services. FAA will also
pay expensesincurred for hiring, transporting lift vans, when
shipments are made in whole or in part by water, but will not pay for
shipment or storage of empty lift vans or import duties on lift vans.

FAA will pay the carrier for the transportation of household goods,

select acarrier, prepare abill of lading, and issue the bill of lading to

the carrier for transportation of your household goods.

FAA must:

(@ Arrangefor commercial transportation services (through
contracts, tenders of service, or other arrangements), including
packing and crating services;

(b) Select the carrier;

(c) Pay thecarrier, including preparing the bill of lading and issuing
the bill of lading to the carrier;

(d) Pay thehill of lading and audit the transportation costs; and

(e) Mediate disputeswith the carrier arising out of loss and damage
claims.

Y ou must:

(@ Providethe moversentry to your home or other |ocation where
household goods and professional books, papers, and

equipment are stored; and

(b) Submit loss and damage claimsto the carrier.

Effectivee October 15, 1998
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§ 302-40.104 What ismy liability if |
transport more
household goodsthan
areauthorized under 8§
302-40.47?

§ 302-40.105 What am | reimbursed
if | decideto transport
my household goods
myself after FAA
authorizes
transportation of
household goods by the
actual expense method?

§ 302-40.106 Will FAA pay mea
wage, salary, feeor
other chargefor my
labor if I or amember of
my immediate family
pack my household
goodsand/or transport
my household goods?

§ 302-40.107 What value should |
declarefor the
shipment of my
property to a post of
duty?

Y ou are responsible for the excessamount which is determined by
multiplying the total cost by the ratio of excess weight to total
weight. FAA will pay the bill of lading and collect the excess amount
fromyou. FAA will treat the excess amount as a debt to the
Government.

Y ou will be reimbursed your actual transportation costs not to exceed
the cost of transportation by the commercial carrier. You will haveto
provide aweight certificate in accordance with

§302-40.7. You will assume FAA’sresponsibilities under

§ 302-40.102, including responsibility for resolving loss or damage
claims.

No. FAA will not pay you awage, salary, fee or other charge for
your labor or your immediate family’ s labor in packing your
household goods and/or transporting your household goods. If you
are on leave, however, you will continue to receive your normal
salary or wage. FAA will pay the labor costs of professional packers.

Y ou should declare the valuation which will result in the lowest
freight rate applicable. You will be responsible for any costs which
result from declaring a higher valuation.

SUBPART C— COMMUTED RATE SYSTEM

§ 302-40.200 How aremy
transportation expenses
paid under the
commuted rate system?

FAA will pay afixed amount determined under the commuted rate
schedule published by GSA. The fixed amount is computed by
multiplying the number of hundreds of pounds shipped (within the
maximum weight allowance) by the applicable rate per hundred
pounds for the distance shipped as shown in the commuted rate
schedule. Thefixed amount also includes an amount for other
transportation charges (including packing, crating, and accessorial
charges) determined under the commuted rate schedul e published by
GSA.

Amendment 1
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§ 302-40.201

§ 302-40.202

§ 302-40.203

§ 302-40.204

§ 302-40.205

How do | determinethe
appropriate mileagefor
my commuted ratefixed
amount

reimbur sement?

How ismy

reimbur sement affected
if | am charged arate
for aweight of
household goodsin
excess of my actual
weight?

What mugt FAA do
when | transport
household goods under
the commuted rate
system?

What must | dowhen |
transport household
goodsunder the
commuted rate system?

May | get an additional
payment if my
commuted rate fixed
amount payment does
not cover all my
transportation
expenses?

The appropriate distance is determined by Household Goods Carriers
Standard Mileage Guide, or astandard road atlas. If therateis not
shown in the commuted rate schedul e for the exact mileage, the rate
shown for the next greater distance applies.

If you are charged a minimum weight above the actual weight of your
household goods under the applicable tariff (other than one based on
expedited or specia services), FAA will base your commuted rate
fixed amount reimbursement on the minimum weight as charged
instead of the actual weight of the goods.

FAA pays you the fixed amount as provided in § 302-40.200.

Y ou must:

(@) Select the carrier and arrange for commercial transportation
services, including packing and crating services,

(b) Pay thecarrier;
(c) Prepare and submit loss and damage claims with the carrier;

(d) Resolve disputes with the carrier arising from loss and damage
claims; and

Submit avoucher claim with all paper work to your appropriate
accounting office.

No.
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PART 302-45—ALLOWANCE FOR TRANSPORTATION OF A MOBILE HOME

Sec.

302-45.1 What is the purpose of the allowance for transportation of a mobile home?

302-45.2 Am | eligibleto receive an allowance for transportation of a mobile home?

302-45.3 Who is not eligible for an allowance for transportation of a mobile home?

302-454 Must FAA pay an allowance for transportation of a mobile home?

302-45.5 If | elect an alowance for transportation of a mobile home, may | aso claim an allowance for
transportation and storage of household goods and professional books, papers, and
equipment?

302-45.6 Where must transportation of my mobile home begin and end?

302-45.7 How will FAA pay my allowance for transportation of mobile homes?

302-45.8 What is the maximum amount FAA will pay for the allowance for transportation of mobile
homes?

302-45.9 What expenses will FAA pay for transportation of a mobile home?

302-45.10 What type of expenses are not covered by my allowance for transportation of a mobile home?

302-45.11 How is my reimbursement affected if | transport my mobile home partially by commercial carrier
and partialy by private means?

302-45.12 May FAA useabill of lading to pay for transportation of my mobile home?

302-45.13 Must FAA useabill of lading to pay for transportation of my mobile home?

§302-45.1 What isthepurposeof  To facilitate employee mobility by assisting the relocating employee
the allowance for to move personal living items from his old duty station to his new
transportation of a duty station.
mobile home?

Amendment 1
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§302-45.2 Am | digibletoreceive  Yes if:
an allowancefor
transportation of a (@ Youare:

mobile home?
(1) Anemployee authorized relocation benefits for a permanent

change of station under part 302-3 of this chapter;

(2) Anemployee authorized relocation benefits for atemporary
change of station under part 302-4 of this chapter;

(3) A new appointee or student trainee authorized relocation
benefitsin connection with your assignment to your first
official station under part 302-5 of this chapter; or

(4 Anemployee authorized return transportation under part
302-6 of this chapter;

(b) Your old official station (or place of actual residence, in the case
of anew appointee or student trainee) iswithin CONUS or
Alaska;

() Your new official station (or designated place of residence, in the
case of an employee performing return transportation) is within
CONUS or Alaska;

(d) Your mobile homeisyour primary residence at your old official
station (or actual place of residence); and

() Your mobile home will be your primary residence at your new
official station (or designated place of residence).

§302-45.3 Whoisnot eligiblefor ~ Thefollowing are not eligible for an allowance for transportation of a
an allowancefor mobile home;
transportation of a
mobile home? (& Anemployeetransferring to an official station outside CONUS
and Alaska;

(b) Anemployee transferring from an official station outside CONUS
and Alaska;

(© Anemployee performing atemporary change of stationto a
temporary official station located outside CONUS and Alaska;

(d) Anemployee exercising “last move home” rights;

(&) Anemployee assigned under the Government Employees
Training Act (see5 U.S.C. 4109); or

(f) Anemployee returning from an assignment outside CONUS and
Alaska.

Amendment 1
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§302-45.4 Must FAA pay an
allowancefor
transportation of a
mobile home?
§302-45.5 If | elect an allowance
for transportation of a
mobile home, may | also
claim an allowancefor
transportation and

stor age of household
goodsand professional
books, papers, and
equipment?

§302-45.6 Wheremust
transportation of my
mobile home begin and
end?

Yes, if you areeligible.

No.

If youare...

Your transportation must begin
at...

Your transportation must end
at...

A transferee relocated under part 302-3,

Y our old official station,

Y our new official station.

An employee authorized rel ocation benefits
for TCS and are performing en route travel to
your temporary official station under

part 302-4 of this chapter,

Y our old official station,

Y our temporary official station.

An employee authorized relocation benefits
for TCSand is performing return travel upon
completion of the temporary assignment
under part 302-4 of this chapter,

Y our temporary official station.

Your old official station.

A new appointee or student trainee
relocated under part 302-5,

Y our place of actual residence,

Y our new official station.

Anindividual performing return travel under
part 302-6,

Y our old official station,

Y our designated place of
residence.

FAA will pay your actual expenses, or amileageratein lieu of actual
expensesif authorized under 8 302-45.9(b) of this part, not to exceed

the maximum amount.

§ 302-45.7 How will FAA pay my
allowancefor
transportation of mobile
homes?

Amendment 1
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§302-45.8 What isthe maximum The maximum amount that FAA will pay isthe amount FAA would
amount FAA will pay pay for transportation from your old official station to your new
for the allowancefor official station, and 90 days of temporary storage, of 18,000 pounds
transportation of mobile of household good. Y our regional transportation officer will provide
homes? an estimate of the cost of transporting and storing 18,000 pounds of

household goods.

§302-45.9 What expenseswill FAA pays:
FAA pay for
transportation of a (@ Thefollowing costsif you transport your mobile home by
mobile home? commercia carrier:

(1) Thecarrier'schargesfor actual transportation of the mobile
home;

(2) Ferry faresand bridge, road, and tunnel tolls;
(3) Taxes, charges or feesfixed by a State or other government
authority for permits to transport mobile homesin or

through itsjurisdiction;

(4) Carrier'sservice chargesfor obtaining necessary permits,
and

(5) Chargesfor apilot (flag) car or escort services, when such
services are required by State or local law;

(b) Analowance of 11 cents per mileif you transport your mobile
home overland by private means,

(©) When you use aboat as your primary residence, the costs of
transporting your mobile home over water including, but not be
limited to:

(1) The cost of fuel and oil used for propulsion of the boat;
(2) Thecost of pilots or navigators in the open water;

(3) Thecost of acrew;

(4) Chargesfor harbor pilots;

(5) The cost of docking feesincurred in transit;

(6) Harbor or port feesand similar chargesrelating to entry in
and navigation through ports; and

(7) The cost of towing, whether in tow or towing by pushing
from behind.
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§302-45.10 What type of expenses
arenot covered by my
allowancefor
transportation of a
mobile home?

§302-45.11 How ismy
reimbur sement affected
if | transport my mobile
home partially by
commercial carrier and
partially by private
means?

(d)

The costs generally associated with preparing your mobile home
at apoint of origin for movement and resettling the mobile home
at the destination including, but not limited to:

(1) The costs of blocking and unblocking (including anchoring
and unanchoring);

(2) Thelabor costs of removing and installing skirting;

(3) Thecost of separating, preparing, and sealing each section
for movement;

(4) The cost of reassembling the two halves of adouble-wide
mobile home; and

(5) Travel lift fees.

Y our allowance for transportation of a mobile home does not cover:

@

(b)

©
(d)

All costsfor replacement parts, tire purchases, structural repairs,
brake repairs, or any other repairs or maintenance performed;

Costs of insurance for valuation of mobile homes above carriers
maximum liabilities, or charges designated in the tariffs as
“Special Service;"

Costs of storage; and
Costs of connecting and disconnecting appliances, equipment,

and utilitiesinvolved in relocation and costs of converting
appliances for operation on available utilities.

Wewill pay:

@

(b)

©

(d)

The commercial carrier costs as provided in 8 302-45.9(a) only for
the portion of travel completed using commercial carrier;

The mileage rate as provided in § 302-45.9(b) only for the portion
of travel overland completed by private means;

The over water costs as provided in § 302-45.9 (c) only for the
portion of the travel completed over water; and

The preparation and settling costs as provided in § 302-45.9(d),
regardless of whether transportation is over land by commercial
carrier, over land by private means, or over water.
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§302-45.12 May FAA useabill of Yes. If it doesso, it will pay the carrier the cost directly, and will bill
lading to pay for you for any excess. It will perform the same functionsit performs
trangportation of my under 8 302-40.102. If the cost exceeds the maximum amount
mobile home? prescribed in § 302-45.8, you will be liable for the excess amount.

FAA will treat the excess amount as a debt to the Government and
will collect the excess amount from you.

§302-45.13 Must FAA useahill of No.
lading to pay for
transportation of my
mobile home?
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PART 302-50—ALLOWANCE FOR EXPENSES INCURRED IN CONNECTION WITH
RESIDENCE TRANSACTIONS

SUBPART A—GENERAL RULES

Sec.

302-50.1 What is the purpose of the allowance for expenses incurred in connection with residence
transactions?

302-50.2 Am | eligibleto receive an allowance for expensesincurred in connection with residence
transactions?

302-50.3 Who is not eligible to receive an allowance for expenses incurred in connection with residence
transactions?

SUBPART B—RESIDENCE REQUIREMENTS
Sec.

Property Requirements

302-50.100 Which of my properties qualify for the allowance for expensesincurred in connection with
residence transactions?

302-50.101 How many propertieswill FAA pay me an allowance for expenses incurred in connection with
residence transactions?

302-50.102 Arethere any limits on how much land | can buy/sell in connection with the purchase/sal e of
my residence?

302-50.103 How is my reimbursement affected if | purchase/sell excess property?

Occupancy Requirements

302-50.120 Must | occupy the residence that | sell at Government expense at thetime | am notified of the
transfer?

302-50.121 How is my reimbursement affected if the residence is a multiple occupancy dwelling and | and
members of my immediate family do not occupy the entire dwelling at the time | am notified of
my transfer?

Title Requirements

302-50.150 Who must hold title to the residence for FAA to pay me an allowance for expensesincurred in
connection with residence transactions?

302-50.151 How does FAA determine whether | and/or amember of my immediate family hold title to the
residence?

302-50.152 How do | or amember of my immediate family hold an “equitableftitle interest” in my residence?

302-50.153 When must | and/or amember(s) of my immediate family have acquired title interest in my

residenceto be eligible for the allowance for expenses incurred in connection with the sale of
my residence?

302-50.154 Will my reimbursement be increased if | acquire after the date specified in § 302-50.153 an
additional interest in theresidence | am selling at Government expense?

Amendment 1
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302-50.155

302-50.156

302-50.157

SUBPART C—RESIDENCE TRANSACTION EXPENSE REIMBURSEMENT

Sec.

302-50.200
302-50.201
302-50.202
302-50.203
302-50.204

302-50.205
302-50.206

§302-50.1

§302-50.2

Will my reimbursement be decreased if my interest in the residence | am selling at Government
expenseis decreased after the date specified in § 302-50.153 but prior to the sale of the
residence at Government expense?

When ismy title interest in my new residence determined for the allowance for expenses

incurred in connection with the purchase of my new residence?
How ismy reimbursement affected if | and/or amember of my immediate family sharetitle with

another person?

How much is my allowance for expenses incurred in connection with the sale of my old

residence?

How much is my allowance for expenses incurred in connection with the purchase of my new

residence?

If I am reimbursed on a pro rata basis, what portion of the residence transactions expenses will

FAA pay for me?

Will FAA pay expensesincurred in connection with residence transactions that are paid by a
person other than me or amember of my immediate family?

What residence transaction expenses will FAA pay?

What residence transaction expenses will FAA not pay?

Will FAA pay for losses you incur on the sale of your old residence?

SUBPART A—GENERAL RULES

What isthe purpose of
the allowancefor
expensesincurredin
connection with
residence
transactions?

Am | eligibletoreceive
an allowance for
expensesincurredin
connection with
residence
transactions?

To facilitate the transfer of an employee by assisting the employee to

sell hisiher residence at the old official station and purchase a

residence at the new official station. The allowance isintended to
reimburse residence transaction costs only, and must not be used to
provide additional equity in, or make capital improvementsto, the
home.

You aredigibleif:

@

(b)
©

Y ou are authorized rel ocation benefits for a permanent change of

station under part 302-3 of this chapter;
Y our new official station iswithin anonforeign area; and
Your old official stationisin either:

(1) A nonforeign area; or

(2) A foreign areaif your new official stationisinanonforeign
areaand is different from the nonforeign area official station
you transferred from when you began your assignment(s) in

aforeign area(s).

Amendment 1
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If you are an employeewhoistransferring...

Then you and/or a member (s) of your immediate family must

have acquired your interest in theresidenceprior to...

Between official stations within CONUS,

The date you werefirst notified of your transfer.

From aforeign areaif your new officia stationisina

nonforeign areaand is different from the nonforeign  post of duty.
areaofficial station you transferred from when you

began your assignment(s) in aforeign area(s),

The date you were notified that you would be transferred to a

§302-50.154

§ 302-50.155

§ 302-50.156

§ 302-50.157

Will my

reimbur sement be
increased if | acquire
after the date specified
in § 302-50.153 an
additional interest in
theresidencel am
sdlling at Gover nment
expense?

Will my
reimbursement be
decreased if my interest
intheresidencel am
sdlling at Gover nment
expenseisdecreased
after the date specified
in § 302-50.153 but
prior tothe sale of the
residence at
Government expense?

When ismy title
interest in my new
residence deter mined
for the allowancefor
expensesincurredin
connection with the
pur chase of my new
residence?

How ismy

reimbur sement affected
if I and/or a member of
my immediate family
sharetitlewith another
person?

No.

Yes. FAA will reimburse your expenseson a pro ratabasis as
determined by thetitle interest you hold on the earlier of:

(& The date you complete the settlement on the residence; or

(b) The effective date of transfer.

Your titleinterest isthe title interest (actual and equitable) you and/or

your immediate family member(s) receive when you and/or a

member(s) of your immediate family complete the settlement on the

property.

FAA will reimburse your residence transaction expenses on apro rata
basis. Your pro-rata share of the expenseswill be determined by your
titleinterest (the sum of your actual title interest and equitable title

interest).

Amendment 1

Effective Date: October 15, 1998
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SUBPART C—RESIDENCE TRANSACTION EXPENSE REIMBURSEMENT

§ 302-50.200

§ 302-50.201

§ 302-50.202

§ 302-50.203

§ 302-50.204

How much ismy
allowancefor expenses
incurred in connection
with the sale of my old
residence?

How much ismy
allowancefor expenses
incurred in connection
with the purchase of my
new residence?

If 1 am reimbursed on a
proratabass, what
portion of theresidence
transactions expenses
will FAA pay for me?

Will FAA pay expenses
incurred in connection
with residence
transactionsthat are
paid by a person other
than meor amember of
my immediate family?

What residence
transaction expenses
will FAA pay?

FAA will pay the actual allowable expenses paid by you and/or a
member(s) of your immediate family to sell your old residence not to
exceed 10 percent of the lesser of:

(@ Your pro-ratashare of the actual sales price of the residence; or

(b) $500,000.

FAA will pay the actual allowable expenses paid by you and/or a
member(s) of your immediate family to purchase your new residence
not to exceed 5 percent of the lesser of:

(& Your pro-ratashare of the actual purchase price of the residence;
or

(b) $500,000.

FAA will pay your pro rata share of the expenses you incur asa
result of the residence transaction (i.e., sale/purchase of residence).

No.

FAA will reimburse the following expensesif they are customarily
paid by the seller of aresidence at the old official station or if
customarily paid by the purchaser of aresidence at the new official
station:

(@ A broker'sfeeor real estate commission paid by you for services
in selling your residence but not in excess of rates generally
charged for such services by the broker or by brokersin the
locality of the old official station (See § 302-50.205 for the
prohibition on paying fees or commissions for a buyer’ s broker);

(b) Costs of newspaper, bulletin board, multiple-listing services, and
other advertising for sale of the residence at the old official
station if you have not paid for such servicesin the form of a
broker'sfee or real estate agent's commission;

Effective Date: October 15, 1998
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PART 302-53—HOME MARKETING INCENTIVE PAYMENTS

Sec.

302-53.1 What is the purpose of a home marketing incentive payment?

302-53.2 Am | eligible to receive a home marketing incentive payment?

302-53.3 Who isnot eligible for ahome marketing incentive payment?

302-534 Must FAA pay me ahome marketing incentive?

302-53.5 How much will FAA pay me for ahome marketing incentive?

302-53.6 Arethere tax consequences when | receive a home marketing incentive payment?

§302-53.1 What isthepurposeof ~ To reduce FAA’srelocation costs by encouraging transferred
ahome marketing employees to independently and aggressively market, and find a
incentive payment? bonafide buyer for, their residence. This significantly reducesthe

fees/expenses FAA must pay to relocation services companies and
effectively lowers the cost of such programs.

§302-53.2 Am | digibletoreceive  Yes, if you are an employee who is authorized relocation benefits for
ahomemarketing a permanent change of station under part 302-3 to an official station
incentive payment? within CONUS.

§302-53.3 Whoisnot eligiblefor The following are not eligible for ahome marketing incentive
ahome marketing payment:
incentive payment?

(@ Anemployeetransferred to a post of duty outside CONUS;

(b) Anemployee performing atemporary change of station;

(© A new appointee;

(d) A student trainee;

(&) Anemployee returning from an assignment outside CONUSto
an assignment at his/her place of residence;

(f) Anemployee returning from an assignment outside CONUS for
separation from FAA service;

(9) Anemployeereceiving a*“last move home” benefit; or

(h) Anemployee assigned under the Government Employees
Training Act (see 5 U.S.C. 4109).

Amendment 1

Effective Date: October 15, 1998
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§302-53.4 Must FAA pay mea Yes, if:
home marketing
incentive? (@ Yousell your residence at Government expense under

part 302-50, or enter your residence in a homesal e program under
part 302-70;
(b) Youindependently and aggressively market your residence; and
(¢ Youfind abonafide buyer for your residence as aresult of your
independent marketing efforts.

§302-53.5 How much will FAA pay Y ou will receive ahome marketing incentive payment as follows:
mefor ahome
marketing incentive?

If... Then your home marketing incentive

payment will be...

Y ou sell your home independently under part 302-50, and do not use $4,160

FAA’s homesale program under part 302-70,

Y ou use FAA’ shomesale program under part 302-70 and independently $2775

find abuyer,

§302-53.6 Aretheretax Y es, the home marketing incentive payment is considered income.
consequences when | Consequently, you will be taxed, and FAA will withhold income and
receiveahome employment taxes, on the home marketing incentive payment. You
marketing incentive will not, however, receive awithholding tax allowance (WTA) to
payment? offset the withholding on your home marketing incentive payment,

nor will you receive arelocation income tax (RIT) allowance payment
for substantially all of your Federal, state, and local income taxes on
the incentive payment.
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§302-70.103 Under what
circumstances will
FAA offer meuseof a
homesale program?

§302-70.104 What type of property
may | enter intothe
FAA homesale
program?

§302-70.105 How many properties
may | enter intothe
homesale program?

FAA will offer you use of ahomesale program if:

@
(b)
(©

Y ou have been authorized to enter the homesale program;
Y ou have signed a service agreement; and

Y ou meet any additional requirements your LOB, staff office, or
the Office of Chief Counsel has established.

Y ou may enter your residence as defined in § 302-1.18 of part 302-1 of
this chapter, unless your residenceis:

@
(b)
(©
(d)

(©

()

(9)

(h)
@)

A residence that is not insurable;
A mobile home, even if affixed to real property;
A cooperative;

A residence that is contaminated by atoxic or hazardous
substance, such as, but not limited to, active ureaformaldehyde
foam insulation (UFFI), asbestos, lead and radon gas equal to or
in excess of 4 picocuries per liter (or .02 working levels) that
cannot be corrected,;

A residence that is contaminated by |eaking underground
storage tanks or seepage from other hazardous or toxic wastes as
determined by the Environmental Protection Agency;

A boat;

A residence that is not adequately serviced by potable water or
sanitary waste facilities;

A residence that does not have afoundation; or

A residence that cannot be financed by conventional,
government insured or government guaranteed financing, or
other financing typical for the location and zoning of the
property. Your residence must meet applicable criteriafor a
mortgage loan as determined by areputable lender, i.e., bank,
savings and loan, or mortgage company authorized to conduct
businessin the area.

Only one, and it must be the property which qualifies for the
allowance for expenses in connection with the sale of your residence
under part 302-50 of this chapter.

Effective Date: October 15, 1998
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§ 302-70.106

§ 302-70.107

§302-70.108

§ 302-70.109

If FAA authorizesmeto
enter ahomesale
program, what must | do
in connection with

mar keting my home?

If FAA authorizesmeto
enter ahomesale
program, must | accept
the appraised value
offer fromthe
relocation services
company?

What expenseswill
FAA pay if | enter the
homesale program and
reject the appraised
value offer?

What expenseswill
FAA pay if | usea
relocation services
company tosdl a
residencefor which |
and/or amember () of
my immediate family do
not havefull title?

Y ou must market your home for 30 days from the date of the
contractor’ s offer before you can accept the contractor’ s appraised
value offer. You may market your home in conjunction with
participating in the homesal e program.

No. Y ou have the option to accept or reject an offer from the
rel ocation services company.

FAA will pay the expenses incurred by the company, including
appraisal fees. FAA will pay expenses you incur in connection with
the sale of the residence in accordance with part 302-50, however:

(@ FAA will not pay any expenses that you incur which are similar
to the expenses paid to the company (e.g., if FAA pays appraisal
feesto the company, then FAA will not pay you to get another
appraisal); and

(b) FAA will reduce the maximum amount that it will pay you for
expenses incurred in connection with the sale of your residence
under part 302-50 by the amount of expensesit paid to the
rel ocation services company under this section.

FAA will pay the portion of the relocation services company's fee
attributable to your pro rata share of the residence, as determined in
accordance with 88§ 302-50.103, 302-50.121, and 302-50.157 of this
chapter. You are responsible for payment of any portion of the fee
attributable to other than your pro rata share of the residence.

Amendment 1

Effective Date: October 15, 1998
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§302-70.200

§302-70.201

§302-70.202

§302-70.203

§302-70.204

SUBPART C—MARKETING ASSISTANCE PROGRAM

What isa marketing
assistance program?

Am | digiblefor FAA's
mar keting assistance
program?

Must FAA offer meuse
of amarketing
assistance program?

What expenseswill
FAA pay related touse
of amarketing
assistance program?

Will FAA pay for use of
amarketing assistance
program if | enter the
homesale program and
reject the appraised
value offer?

A service provided by arelocation services company in which the
company inspects your residence and devel ops a strategy to
effectively market your residence, including recommending
improvements to your home.

Yes, if:

(& You are an employee authorized relocation benefitsfor aPCSto
anew official station under part 302-3;

(b) Your old officia stationisin either:
(1) A nonforeign area; or

(2) A foreign areaif your new official stationisin anonforeign
areaand is different from the nonforeign area official station
you transferred from when you began your assignment(s) in
aforeign area(s).

(©) Your new official station islocated within anonforeign area;

(d) Youareeligiblefor the allowance for expensesincurred in
connection with the sale of aresidence under part 302-50; and

(&) Your new and old official station are 50 miles or more apart (as
measured by map distance) viaausually traveled surface route.

Yes, if you enter the FAA homesale program.

FAA will pay the fees for a marketing assistance program, if the

rel ocation service company charges any fees. You, however, are
responsible for any costs of improvements to the home, and FAA will
not reimburse you for these costs.

Y es, but the amount, if any, will reduce the maximum amount FAA
will reimburse you for expenses in connection with the sale of your
residence under part 302-50 of this chapter.

Effective Date: October 15, 1998
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SUBPART D—DESTINATION SERVICES PROGRAM

§302-70.300 What are“destination ~ Services provided by arelocation services company to assist an
services’ ? employee in establishing ahome in anew officia station. These
services include buyer’ shomefinding assistance, rental homefinding
assistance, and mortgage counseling.
§302-70.301 Am | digiblefor FAA's  Yesif:
destination services
program? (& You are an employee authorized relocation benefitsfor aPCSto
anew official station under part 302-3; and
(b) Your new official station islocated within anonforeign area.
§ 302-70.302 Must FAA offer meuse Yes.
of FAA’sdestination
Services program?
§302-70.303 What destination FAA will provide:
serviceswill FAA
provide to methrough (@ Pre-transfer counseling;
the FAA degtination
services program? (b) Buyershomefinding assistance;
(0 Rental homefinding assistance;
(d) Mortgage counseling.
§302-70.304 What destination FAA does not providefor:
serviceswill FAA not
provide to methrough (& Spousal employment assistance;
the FAA degtination
services program? (b) Elder care assistance; and
(c) Child care assistance.
§302-70.305 May | be separately No. You may use your allowance for miscellaneous expenses as

reimbursed for
destination services|
obtain through my own
efforts?

provided in part 302-60, however, to pay for destination services,
including those services which FAA will not provide under the FAA
destination services program (e.g., spousal employment assistance,
elder care assistance, and child care assistance).

Effective Date: October 15, 1998
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