Travel Authorization & Travel Voucher Process



Obtain authorization to travel from immediate manager.





See Sharon for a Travel Authorization number.





Self-Preparation of Travel Authorization (TA).





Preparation of Travel Authorization (TA) to Sharon.





Information needed to prepare TA:


Dates for Travel


Travel Purpose


Itinerary points


Travel Advance (80% of MI&E)


Mode of Transportation (rental vehicle)


Mode of Transportation (airline, train, POV)


Project Code (CAS)





See Aileen for Budget Appropriation and/or CAS code.





Travel Manager Help Desk 9-AWA-Travelmanager-helpdesk or Laverne Battle, ABA-320, X79873





Sharon will place completed TA in manager’s in-box for signature.





Manager returns signed TA to Sharon for distribution.





Sharon will make distribution as follows:


Original to AFM, Accounting


Copy for Travel Files


Copy for individual for travel arrangements, i.e. Airline ticket


Copy for individual to file with Travel Voucher (TV) upon return from travel








Self-Preparation of TV.





Preparation of TV by Sharon.





Be sure to use TA number, budget appropriation & CAS code on your TV.


Attach TA to TV.  Obtain manager’s signature & pass the completed TV to Sharon.





Information needed to prepare TV.


Original receipts





Sharon will make distribution as follows:


Original TV to AFM, Accounting


Copy to be filed with TA in travel files


Copy for individual records





Accounting Processes.





Individual receives a check 2-3 weeks upon submittal of Travel Claim.
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