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DATE: December 4, 2017 
 
TO: The Administrator, the Deputy Administrator, and the Chief of Staff 
 
FROM: Robert L. Gangwere 
  Designated Agency Ethics Official 
 
RE: Allocation and reimbursement of costs associated with the Administrator's and 

the Deputy Administrator's “mixed travel.” 
 
 
Enclosed is a brief outline of the basic rules relating to the allocation of costs associated with 
the Administrator's and the Deputy Administrator's “mixed travel” (e.g. a trip involving both 
partisan political activities and official activities). 
 
When considering the payment of travel related costs incurred by the Administrator or Deputy 
Administrator on behalf of candidates for public office or partisan political organizations, three 
principles always govern: 
 

1) Appropriated funds may be spent only for the purposes for which they have been 
appropriated.  See 31 USC § 1301; 52 Comp. Gen. 504 (1972); 50 Comp. Gen. 534 
(1971).  Accordingly, funds appropriated for official SBA functions may be used for 
travel expenses only if the travel is reasonably related to an official SBA purpose.  
Official funds may not, therefore, be used to pay the expenses related to a partisan 
political trip or function.  See 5 CFR § 734.503(a) (2017). 
 

2) In general, official activities, including travel, should be paid for only from funds 
appropriated for such purposes, unless Congress has authorized the financial support of 
those official activities by other means.  An example would be payments for official 
travel from non-Federal sources pursuant to 31 USC § 1353 and 41 CFR Chapter 304 
(2015).  This rule prevents the unauthorized augmentation of agency appropriations. 
 

3) Pursuant to Federal election laws, all travel performed on behalf of a candidate running 
for president or vice-president of the United States must be paid for by the presidential 
campaign.  See 11 CFR § 9034.7 (2017).          

 
There are two "formulas" for the allocation and reimbursement of costs associated with Federal 
campaign activity conducted, while on official travel, by the Administrator or Deputy 
Administrator (both of whom are Presidential Appointees -- Senate Confirmed or “PAS” 
officials).  One is called the "hard-time formula," which is required for partisan political 

 

 U.S. SMALL BUSINESS ADMINISTRATION 
 WASHINGTON, DC 20416 

 OFFICE OF THE DESIGNATED AGENCY ETHICS OFFICIAL 

 

 

 



activity (excluding presidential campaign activity) conducted while on official travel.  See 5 
CFR § 734.503(c) (2017).  The other one is referred to as the "hypothetical trip formula," which 
is exclusively required for presidential and vice-presidential campaign activity.  See 11 CFR § 
9034.7(b)(2) (2017).   
 
 
Hard-time formula ~ 
 
This formula is to be used to apportion the costs of "mixed travel" in all situations, except 
presidential and vice presidential campaign activity.  Prorating the cost of travel for the 
Administrator's or the Deputy Administrator's mixed travel trips involve determining the "total 
activity time."   
 
Total activity time is the amount of time actually spent by the Administrator or the Deputy in 
“meetings, receptions, rallies and similar activities.  Time spent in actual travel, private study, 
or rest and recreation is not included in the computation of ‘total activity time.’  The proration 
of the cost then is determined based on how the ‘total activity time’ was spent.”  See 5 CFR § 
734.503(c) (2017).    
 
The actual formula is as follows: 
 
Formula         Example 
 
Time spent in official meetings, receptions, etc. plus    20 hours 
Time spent in political meetings, receptions, rallies, etc. equals  8 hours 
Total activity time        28 hours 
 
Time spent in official activity divided by        20 hours 
Total activity time equals       28 hours 
Percentage of trip that was official      71% 
 
Time spent in political activity divided by      8 hours 
Total activity time equals       28 hours 
Percentage of trip that was political     29% 
 
Percentage of trip that was political multiplied by    29% 
Total amount that would be reimbursed to the Government if all  
      of the travel was political equals      $1,500   
Total amount paid by the political campaign or organization   $435 
 
This hard-time allocation method has to be applied to all of the relevant costs of mixed travel.  
“Expenses that are associated specifically with a political activity and not with any official 
activity must be treated as political,” and visa versa.  The determination of the proper amount 
of allocation must be based, however, on the facts and circumstances involved.    
 
In allocating costs of travel, other than airfare, the hard-time allocation formula should be 



applied to the Government maximum for that type of expenditure.  In other words, if the PAS is 
on a mixed travel trip and is only entitled to $70 per diem for food, and the trip is 50% official 
and 50% political, the Government share of the per diem cost would be 50% of $70 and not 
50% of the actual amount spent. 
 
Finally, if the percentage of the activity of a mixed travel trip devoted to either official or 
political activity is minor (e.g. less than 3%), then the entire trip should be treated as if it was 
wholly of the type represented by the remaining 97%.   
 
 
Hypothetical trip formula ~ 
         
This formula is to be used exclusively to apportion the costs of "mixed travel" in situations 
involving political activity on behalf of a presidential campaign (including activities with a vice 
presidential candidate).  Prorating the cost of travel for these mixed travel trips involve 
calculating what the trip would have cost from the point of origin to the first campaign-related 
“stop,” and from that first stop through each subsequent campaign-related stop and back to the 
point of origin.  A “stop” is defined as a city or town where a train stops or a plane lands, as 
reflected on a travel itinerary.  If any presidential campaign-related activity, other than 
incidental contacts, is conducted at a particular stop, the entire stop shall be presidential 
campaign-related.  For each trip a travel itinerary must be prepared.  The itinerary must show 
the time of arrival and departure, the type of event held, and the specific involvement of the 
PAS. 
 
Presidential or vice presidential campaign-related activity includes expressly advocating or 
assisting in the election or defeat of a presidential or vice presidential candidate.  “Other 
factors, including the setting, timing and statements or expressions of the purpose of the event 
and the substance of the remarks or speech made, will also be considered in determining 
whether a stop is campaign-related.”  See 11 CFR § 9034.7(b)(2)(2017).  
 
Please note, however, that the host of the event should always pay event costs, as opposed to 
travel-related costs.  For example, during a trip involving presidential campaign activity and 
other types of partisan political activity, even though the presidential campaign will pay for all 
of the “travel costs” for that stop, the campaign should not pay non-travel related costs for the 
non-presidential campaign events during the stop.   
 
Some examples are as follows: 
 
1. If a trip is entirely presidential campaign-related, the campaign committee shall pay 

for the total travel costs of the trip.       
 
2. If it is a mixed travel trip with only one stop, the presidential campaign shall pay the 

total travel costs of the trip. 
 
3. If a trip includes two stops, and only one stop is campaign-related, the presidential 

campaign will pay an amount equal to a hypothetical trip from the point of origin to 



the campaign-related stop and back to the point of origin. 
 
4. If a trip includes three stops, one is official, one is presidential campaign-related, 

and one is related to non-presidential partisan political activity, the presidential 
campaign will pay an amount equal to a hypothetical trip from the point of origin to 
the presidential campaign-related stop and back to the point of origin. 

 
If you have any questions concerning this matter, or need assistance in applying these rules to 
specific trips, please feel free to contact me at (816) 426-4844.      


