Travel Authorization Worksheet for HQ Travelers

TRAVELER’S SUPERVISOR: 
	A. Traveler InformationMacroButton"FollowLinkA"
 [Official or Legal Name ONLY]

	Last:
	First:
	MI:
	Organization Code:
	Phone:

	     
	
	
	
	(W): 

	
	
	
	
	

	 B. Trip InformationMacroButton"FollowLinkA"


	
	
	
	
	

	B.1 Purpose of Trip MacroButton"FollowLinkA" 
:
	 FORMCHECKBOX 
  Conference   
	 FORMCHECKBOX 
  Emergency Travel     
	 FORMCHECKBOX 
  Launch/Landing
	 FORMCHECKBOX 
  Meeting  

	
	 FORMCHECKBOX 
  Presentation
	 FORMCHECKBOX 
  Site Visit
	 FORMCHECKBOX 
  Training  
	


                               **Note: Only choose ‘Conference’ if your event is reportable. Click to find out more about MacroButton"FollowLinkA" Reportable Conferences MacroButton"FollowLinkA"

**

	B.2 Purpose Description MacroButton"FollowLinkA"  
: 

(Name of meeting / Presentation / Conference / Training / Type of site visit, etc.):
	


B.3 
Is this a Long-Term TDY authorization?

   MacroButton"FollowLinkA"  Yes   FORMCHECKBOX 
 No
	C. Travel ItineraryMacroButton"FollowLinkA" 


	
	

	C.1 Departure & 1st Destination MacroButton"FollowLinkA"  

	C.2 Return Home MacroButton"FollowLinkA"  


	Leaving From 

City, ST: 

	Date: 
Time (preferred): 
Airport Code: 
	Returning From
City, ST: 
	Date: 
Time (preferred): 
Airport Code: 

	Going To 

City, ST: 
	Date: 
Time (preferred): 
Airport Code: 
	Returning To
City, ST: 
	Date: 
Time (preferred): 
Airport Code: 


C.3  Are there multiple destinations on your trip?MacroButton"FollowLinkA" 

Are there multiple destinations on your trip?
  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  (If yes, complete section I. Multiple Destinations

 below)
C.4  H. Justifications and Comments

)Travel Mode

: (If traveling by mode other than most advantageous to the government, a justification is required in section                                                                          
	 FORMCHECKBOX 
 Contract Flight
	 FORMCHECKBOX 
 Boat
	 FORMCHECKBOX 
 Bus
	 FORMCHECKBOX 
 Business Class
	 FORMCHECKBOX 
 Commercial Flight

	 FORMCHECKBOX 
 First Class
	 FORMCHECKBOX 
 Government Car
	 FORMCHECKBOX 
 Government Plane
	 FORMCHECKBOX 
 Government Vessel
	 FORMCHECKBOX 
 Privately Owned Vehicle

	 FORMCHECKBOX 
 Rental Car
	 FORMCHECKBOX 
 Train
	 FORMCHECKBOX 
 Other
	
	


C.5  MacroButton"FollowLinkA" Online Reservation 

MacroButton"FollowLinkA":  
 

Will you require a hotel stay?
 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
(All preferences based on availability)

Will you require a rental car?
 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
	Contract Flight: 

	Preferred Airline: 
	Seating Preference:   FORMDROPDOWN 






	Rental Car:
	Preferred Rental Company: 

	Car Type:

 FORMDROPDOWN 

	Number of People in Car: 
	Names of People in Car:      


	Hotel 
Reservation:
	Preferred Hotel Company:

	Bed Size: 
 FORMDROPDOWN 

	Smoking:

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
	Wheel Chair Accessible:

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No


	D. MealsMacroButton"FollowLinkA" 



D.1  
Will any meals be provided

?  MacroButton"FollowLinkA"  Yes   FORMCHECKBOX 
 No   (If “Yes”, complete section D.2)
D.2  MacroButton"FollowLinkA" Meals Provided Table MacroButton"FollowLinkA"


	 DATE:
	
	
	
	
	
	

	 Breakfast
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 Lunch
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 Dinner
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	E. 
 [in dollar ($) amounts]

	ATM Surcharge Fees:  
	Gas for Rental Car:  
	POV to Airport mileage:  

	Bus:  
	Internet Access Fee:  
	Personal Calls:  

	Courtesy Shuttle Tips:  
	Laundry / Dry Cleaning:  
	Rental Car – TDY: 

	Dual Lodging:  
	Lodging Taxes:  
	Taxi:  

	Excess Baggage (Justification Needed): 
	Official Calls:  
	Tips for Taxi:  

	Foreign Currency Fee:  
	Other:  
	Tolls:  

	Gas Non-POV:  
	POV from Airport mileage:  
	Subway/Metro:  

	F. MacroButton"FollowLinkA" Personal Leave Days MacroButton"FollowLinkA"

:
	Do you plan to take personal or non-duty days in conjunction with your official travel?   
 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No
If “Yes”, please list the dates: 


	G. MacroButton"FollowLinkA" Accounting Information MacroButton"FollowLinkA"
 
: 
	Account code: 


	Object Class: 



	
	Funding Organization: 


	Function Code: 




	    Additional Account Codes

     (if necessary): 
	Account code: 


	Object Class: 



	
	Funding Organization: 


	Function Code: 




	H. MacroButton"FollowLinkA" Justifications & Comments  MacroButton"FollowLinkA"

: (Add additional comments, secondary TDY information, justifications for alternate travel mode, non-listed expenses, etc.)

	


	I. Multiple Destinations

:

	Departure & 2nd Destination
	Return Home

	Leaving From 

City, ST: 

	Date: 
Time (preferred): 
Airport Code: 
	Returning From
City, ST: 
	Date: 
Time (preferred): 
Airport Code: 

	Going To 

City, ST: 
	Date: 
Time (preferred): 
Airport Code: 
	Returning To
City, ST: 
	Date: 
Time (preferred): 
Airport Code: 

	Departure & 3rd Destination
	Return Home

	Leaving From 

City, ST: 

	Date: 
Time (preferred): 
Airport Code: 
	Returning From
City, ST: 
	Date: 
Time (preferred): 
Airport Code: 

	Going To 

City, ST: 
	Date: 
Time (preferred): 
Airport Code: 
	Returning To
City, ST: 
	Date: 
Time (preferred): 
Airport Code: 



Supplemental Travel Authorization Form Instructions

	A.  Traveler Information. Lists the name of Traveler associated with the travel document. Enter personal information including your Last name, First name, Organization Code (e.g. ‘AA000’ for Office of the Administrator), and Work phone number. Failure to complete this section in its entirety may result in an unverifiable travel document in FedTraveler.com.

B.  Trip Information. Build your Travel Authorization with information regarding your trip, including the trip purpose, a description, and Long Term TDY information (if applicable). 

B.1  Purpose of Trip.  B.1  Purpose of Trip.  Select the purpose of your trip. Travelers must choose from the available options. 

B.2  Purpose Description. Provide comments or explanations for the purpose of your trip. Be thorough and provide as many trip details as possible when completing this section. 

B.3  Is this a Long Term TDY Authorization? Use Long Term TDY Authorizations for trip durations of more than 30 days. Travelers must indicate Long Term TDY Authorizations by checking ‘Yes’ and providing a purpose of TDY in section B.2. For further questions on NASA's Long Term TDY policies, contact the NASA Shared Services Center (NSSC) at 1-877-677-2123. 

Reportable Conferences. For assistance in determining if your travel is a Reportable Conference, contact the Reportable Conference POC within your Organization. The Conference fee amount and a Conference Agenda are required prior to creating the authorization.

C.  Travel Itinerary. Enter Departure, First Destination, and Return Home information. For all trips 12 hours or less, the Per Diem entitlement will be set to $0.00. 

C.1  Departure and 1st Destination. Enter your departure city, state, departure date, preferred flight time, and airport information for your departure (‘Leaving From’). Enter the destination city, state, arrival date, preferred flight time, and airport information for your first destination (‘Going To’). 

C.2  Return Home. Enter the departure city, state, depart date, preferred flight time, and airport information for your trip home (‘Returning From’). Enter the arrival city, state, arrival date, preferred flight time, and airport information for your return home (‘Returning To’). Travelers returning from a location other than their originating destination should provide a justification in section H. 

C.3  Are there multiple destinations on your trip? Determine if your trip has multiple stops. If you answered “Yes” to this question, complete section I. 


C.4  Travel Mode. Select the mode of travel for your trip. Travelers should use the method of transportation that is most advantageous to the government. If the traveler chooses to travel by means other than the most advantageous to the government, they must complete a constructed authorization. First and Business Class Flights should be approved by a Supervisor prior to the creation of the authorization.
	C.4  Online Reservations. FedTraveler.com utilizes a self-service reservation tool called the Online Booking Engine (OBE). Several preferences are available for the traveler, including airline seat, hotel bed size, a smoking or non-smoking room, or wheelchair access. If you require a hotel and/or car rental, indicate by checking the “Yes” box. Be aware that preferences are based on availability. Intermediate cars are the standard sized rental cars that NASA authorizes. A written justification is required for any other sized vehicles in section H. If carrying any additional passengers in your rental car, list each passenger’s name. 

D.  Meals. Expenses incurred for breakfast, lunch, dinner, and all related tips and taxes. This excludes any alcoholic beverages, entertainment expenses, and any expenses incurred for other persons. 

D.1  Will any meals be provided? For all normal trip segments where meals are not included or non-Conference travel, select the ‘No’ box. If any meals are provided during travel, indicate by checking the ‘Yes’ box and complete section D.2. 

D.2  Meals Provided Table. In the event that meals are provided for the traveler during their trip, it is required for the traveler to list the dates and meals (e.g., Breakfast, Lunch, Dinner) that will be included.

E.  Other Expenses. Enter estimated expenses for all costs the traveler plans to incur while on official business travel. Some non-listed expenses and excess baggage expenses will require a written justification in section H. 


F.  Personal Leave Days. Provide the date(s) of any personal leave or non-duty days while on official travel. Any leave taken in conjunction with travel must be approved by the traveler’s Supervisor prior to travel commencing. Employees and approving officials should be aware of the appearance of or impropriety of taking extensive personal leave while on official travel.

G.  Accounting Information. Enter Account code, Funding Org., Object Class, and Function Code information. Accounting information must be provided by the funding Organization. Add additional account codes, if necessary.

H.  Justifications and Comments. Enter all justifications and comments in this section including any information regarding secondary travel destinations, alternate departure/arrival locations, alternate methods of transportation, other than intermediate size rental vehicle, excess baggage, personal or non-duty days and other non-listed expenses.
I.  Multiple Destinations. For trips with multiple destinations, enter the departure and return information in this section. List the departure city, state, departure date, preferred flight time, and airport information of the first destination (‘Leaving From’). Enter the destination city, state, arrival date, preferred flight time, and airport information of the second destination (‘Going To’). Repeat these steps for a third destination, if necessary.


