STANDARD OPERATING PROCEDURES for Employees

Travel Authorization, Vouchers and Local Travel Process

This SOP establishes a consistent and efficient process by which to obtain a travel authorization number for travel (TA), to file a local travel reimbursement (SF-1164), and to complete a travel voucher (TV).  The Administrative Staff consists of Sharon Osborne, Clerk Typist, Tina Harris, Division Secretary, and 

Aileen Bronner, Management Program Analyst.   

Authorization # (TA)

In order to travel you must first, obtain approval for travel from your manager.  Next, you will need to see Sharon to obtain a travel authorization number (TA) or a travel order # (for this SOP, travel authorization or TA will be used). 

In order for Sharon to prepare a TA, you need to provide the following information:

· Dates for travel

· Travel purpose

· Itinerary   

· Travel Advance (80% of MI&E)       

· Mode of Transportation between itinerary points (rental vehicle)

· Mode of Transportation (airline, train, POV)

Atlantic City Technical Shuttle service ($210)


POV (.31 per mile)


Privately-owned airplane (.88)


Motorcycle (.26)

· Project  code (CAS)

When the TA is prepared, Sharon will place the TA in your manager’s in-box to be approved.  The manager is to return the approved TA to Sharon's in-box.   If you are preparing your own TA, please see Aileen for budget appropriation and CAS codes. (Reminder:  You and your manager are the best judge for determining the CAS code for projects you are working). 

ALL TA and TV, even if you are preparing your own TA or TV using Travel Manager, are to be reviewed and hand-carried to Accounting by the Administrative Staff. 

Local Travel Reimbursement/Expense Vouchers (SF-1164)

When incurring an expense in the performance of official duties, you must to file a local travel reimbursement voucher, SF-1164, to receive reimbursement of those expenses.  Your manager must approve all SF-1164 claims. Provide Sharon the original receipts to prepare your SF-1164 claim.  If you are preparing your own local travel reimbursement, SF-1164, please see Sharon for the authorized numbering of your claim.  

See Betty Bugay, ASU-1 secretary, X78513 for metro fare cards for local official travel.  

Call the Customer Service Center, X77433 for information to obtain a government vehicle for local official transportation.

Travel Vouchers (TV)

Upon returning from travel, a travel voucher (TV) is to be filed within 5 working days. If you are preparing the travel voucher, be sure to attach a copy of the travel authorization provided to you and annotate the TA# at the bottom of the TV.  Sharon will need your original receipts to prepare your TV.   She will prepare your TV and place it in your manager’s in-box for approval of expenses incurred while on travel.   Management is to return the approved TV to Sharon for distribution.

World Travel Partners – travel arrangements

Fees for World Travel Partners for arrangement of airline ticketing are as follows and should be claimed on your travel voucher.  For travel information, call 202-366-2700.

· Phone/In Person $30.84

· CC-mail/Fax:  $21.94

· Electronic Booking:  $18.20

Please see http://ostpxweb.dot.gov/budget/6travel.htm for up-to-date fee information or contact Loretta Rollins, AFM-330, X77360.

Travel Advances  

Travel advance is the pre-payment of estimated travel expenses paid to an employee.  If you require a travel advance, Sharon will complete a SF 1038, Advance of Funds Application. You can request 80% of MI&E.  Sharon will make distribution as follows: 

1. Original to AFM w/a copy of TA

2. Copy to file in Travel binder

3. Copy to individual to be filed w/TV upon return from travel

This process should normally take place at the time Sharon is preparing your TA; so ensure that you provide her this information with other pertinent information for your trip.

Atlantic City Tech Ctr. Shuttle

The Atlantic City Technical Center shuttle service to Washington DC is approximately $210.  This is a contracted charter service arranged by the Technical Center with Ronson Aviation of Trenton, NJ.  Ronson has an A+ safety record.  The plane is a Beechcraft-99 with a capacity for 15 passengers. To make reservation in advance, please call 609-485-6482. Seats are reserved as one-way seats, so you will need to make a separate reservation for each part of the trip.   Seats are reserved on a first-come, first-serve basis.  The Technical Center Operations is open 24 hours a day, but they prefer that you make reservations during the Center’s normal working hours of 8am to 4pm, Monday through Friday.

Retrieval of TA/TV or Local Travel Claim from Accounting

If a TA, TV or local travel reimbursement needs to be retrieved from accounting, it will be done by the Administrative Staff.  Notify Sharon or Aileen and we will retrieve it for you. 

For assistance using Travel Manager send a cc-mail message to Laverne Battle, ABA-320, X79873 or 9-AWA-Travelmanager-helpdesk.  In Sharon’s absence, please see Tina or Aileen for assistance.
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