GENERAL SERVICES ADMINISTRATION

Washington, DC  20405

December 31, 2008
Federal Travel Regulation

GSA Bulletin FTR 09-02
TO:
Heads of Federal Agencies

SUBJECT: Reimbursement for baggage, seat choice options, and other fees while on official travel pertaining to certain provisions of the Federal Travel Regulation (FTR) for temporary duty (TDY) (41 CFR Chapter 301) and relocation (41 CFR Chapter 302) travel.
1.  What is the purpose of this bulletin?  This bulletin clarifies what baggage, seat choice options, and other miscellaneous fees Federal agencies may reimburse their employees while on official travel.
2.  What is the effective date of this bulletin?  These provisions remain in effect from December 31, 2008 until rescinded or superceded by the FTR.
3.  What is the background of this bulletin?  As a result of many airlines charging additional fees, many agencies have inquired which of these fees may be reimbursed and when.
4.  What additional airline fees are allowable under the FTR?  For TDY and relocation travel, the following applies:

a. For airlines that charge additional fees for checked baggage, Federal travelers are authorized reimbursement for all pertinent fees dealing with the first checked bag, which will be treated as a miscellaneous expense.  Federal agencies may also reimburse their employees for excess baggage (the second and subsequent checked bags) when the agency determines that this baggage was needed for official reasons.  Travelers should verify their agencies’ current policies and procedures regarding excess baggage.  
b. Generally, the use of upgraded/preferred coach seating options is a
traveler's personal choice and is at the traveler's personal expense.  Coach class seating upgrade programs are often referred to by airlines as “Coach Elite,” “Coach Plus,” “Preferred Coach” or by some other identifier.  Under these airline programs, a passenger may obtain, for a fee, a more desirable seat choice in the coach class cabin.  These upgrades or preferred seat choices within the coach cabin are generally available for an annual fee, at an airport kiosk or gate, or as a frequent flier benefit.  These coach upgrade options are not considered a new or higher class of accommodation since the seating is still in the coach cabin.  An agency may authorize and reimburse the additional seat choice fee when it is determined that doing so is in the interest of the Government.  Travelers should verify their agencies’ current policies and procedures regarding reimbursement for seat choice options.  
c. The policies outlined in the FTR (41 CFR Part 301-13) regarding
travel of employees with special needs remain in effect.  However, if the special needs employee is authorized an upgraded seat choice, the attendant accompanying the employee may also be authorized the upgrade, if the attendant needs to be close to the traveler en route.

5. What other miscellaneous fees or expenses may the agency pay?  The agency will determine what is allowable as a miscellaneous expense, and should limit payment of miscellaneous expenses to only those expenses that are necessary and in the interest of the Government (41 CFR §301-70.300 and §70.301).
6.  Who may be contacted for further information?  Mr. Cy Greenidge, Program Analyst, Travel Management Policy, Office of Governmentwide Policy, General Services Administration, Washington, DC 20405, at (202) 219-2349 or by email at cy.greenidge@gsa.gov. 
/s/
GARY KLEIN
Associate Administrator

Office of Governmentwide Policy
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