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Latest Update Information

Listed below is a summary of the change to the Travel Online Data Entry procedure:

Description of Change Page

Clarification of Field 30c, Lease Termination Expense 80

Changes are identified b\} <,
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About This Procedure

This procedure provides instructions for inputting au- Example: Social Security No(nhumeric field; 9 posi-
thorization, advance, and voucher data via remotetions). Key in the traveler’s social security number
online entry. The following information will help you to  (SSN). If the authorization is for multiple travelers, the
use the procedure more effectively and to locate furthersystem skips this field.
assistance if needed.
O For date fields, “(mmddyy)” means that you should
Note: For information on online inquiry of your travel key in the date in month/day/year order, using leading
data, consult the Travel System Online Inquiry proce- zeros for single-digit months and days. Key in the esti-
dure (Title 6, Chapter 6, Section 3). mated beginning date of travel (the current year is dis-
played as the default).
How The Procedure Is Organized _
Example: Key in060296to record June 2, 1996.
Primary sections, page numbering, and the amendment
process are described below: O Data that is system generated or that you must key in
exactly as shown is printed bold italics
System Overview describes what the system is used for
and provides related background information. Example: Key in E (establish).

System Access provides access security information O Emphasized text within a paragraph is printed in
and instructions for accessing the system. bold.

Operating Features describes the system’s design and Example: You may press [PF9] on any entry screen, as

how to use its operating features. necessary, but yomust pressit on the last entry
screenin orderto placethe entire documern hold.

Travel System (TRVL) Menu gives instructions for ) o ) S

selecting the main options (tasks). O Figure, exhibit, and appendix references link figures,
exhibits and appendixes with the text. These references

The Exhibits section includes illustrations such as &€ Printed in a bold font as shown here.

examples of forms, reports, and screens, or other

graphic information. Example: Authorization/Advance is Option (Task) 10

on the Travel System (TRVL) Men&igure 5).

Pages are numbered consecutively at the bottom of eac
page. If the procedure is amended, point pages (e.g., 3.
3.2, etc.) are used as needed to accommodate addition
pagesAll amended pages are marked at the bottom with
the amendment number and date.

References to sections within the procedure are
grinted in bold as shown here.

Example: SeeAdding Multiple Travelers

o . .
If you begin receiving this procedure after it has been Keyboard references are printed in brackets.

amended, you will receive the publication with all

amendments and bulletins. Remove and insert amende
pages according to the accompanying page control charg
so that your procedure is current.

Example: Press [Enter]. Press [PF9].

Optional actions at the end of a processing function
are preceded by square bullets.

What Conventions Are Used Example: To exit the system, press [Clear].

This procedure uses the following visual aids: _ L .
O Important extra information is identified as a note.
O Messages displayed by the system are printéelin

ics Example: Note: You may key in up to seven lines of

accounting in Field 29, Accounting Classification.

Example: The messag®ocument Is Ready To Be

Released By An Approving Official displayed. Who To Contact For Help

For questions about this procedure, contact the Direc-
O Field specifications are also printed in italics. tives and Analysis Branch 8§04-255-5322

Updated 8/2/01 ) 1
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For questions about the system (including help with
unusual conditions or obtaining access authority), con-
tact Information Center personnel5i4—-255-5230

For questions about processing or reports, contact the
Travel and Transportation Section54—-255-4873
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System Overview Form AD-202RE, Attachment For Election Of Separate
Allowance;

Travel Online Data Entry is a menu-driven online data-

base management system of the U.S. Department ofform AD-616, Travel Voucher (Temporary Duty);
Agriculture (USDA). Travel Online Data Entry is used

by agencies to directly enter travel authorizations, Form AD-616R, Travel Voucher (Relocation);
advances, and travel vouchers into the Travel System

(TRVL). Form AD-424, Employee Application For Reimburse-

ment Of Expenses Incurred Upon Sale Or Purchase (Or

After gaining access to Travel Online Data Entry, the Both) Of Residence Upon Change Of Official Station:

user selects the appropriate task from the Travel Online
DataEntry Menu. The first applicable screen for the task : :
selected is displayed. The screen consists of fields forFﬁrm AD-1000, Claim For Relocation Income Tax
entering required data. The data fields correspond to theA owance.

blocks on the following forms: o )
Authorization, advance, and travel voucher require-

Form AD—202, Travel Authorization/Advance: ments described in Title I, Chapter 2, Section 1, Travel

System, supplement these instructions and should be
Form AD-202M, Travel Authorization/Advance used as a guide to complete the forms in the Travel
Attachment For Multiple Travelers; Online Data Entry process.

Form AD-202R, Travel Authorization/Advance Note: Forms AD-616R, AD-424, and AD-1000 are used
Attachment For Relocation Travel; by Department of Justice (DOJ) personnel only.

Updated 8/2/01 3
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System Access New Password(alphanumeric field; 6 to 8 posi-

tions). If your current password expires, key in a new
This section provides access security information and password. Press [Tab]. You may change your password
gives specific sign-on/sign-off instructions. any time but not more than once a day.

_ , Enter Application Name (required, alphanu-
Security And Remote Terminal Usage meric field; 9 positions max.Key in TRVL and press

Access security is designed to prevent unauthorized uséE_nter]. T_he _Travel System (TRVL) Signon Screen
of systems and data bases. For information about accesigure 3) is displayed, except when NFC needs to com-
security, including user identification numbers (user Municate special system function messages.

ID’s), passwords, and obtaining access to a sp&yific | this case, the Electronic Access Bulletin Board is dis-
tem, see the Remo_te Terminal Usage procedure, T'“eplayed. Read the message(s) shown and press [Enter].
VI, Chapter 2, Section 1. The NFC Menu Figure 2) is displayed. Press [Enter]

) ~again to display the main menu.
To access TRVL, you must (1) have authorized security

clearance and (2) use a terminal or personal computerat the Travel System (TRVL) Signon Screefidure 3),
that is connect_ed through your telecommunications net-key in the appropriate 10-position Originating Office
work to the mainframe computer located at NFC. For in- Number (OON) in the four fields as described below. A

formation about connecting and disconnecting from sample OON i®\G11060101 Respond to the prompts
your telecommunications network, see the instructions gs follows:

that are provided with your specific network.
Department (required, alpha field; 2 positions).
Sign-On Key in Positions 1 and 2 of the OON.

To sign on, connect to your telecommunications net- Servicing Agency(required, alphanumeric field;
work to display the NFC Banner Scredfg@re 1) on 2 positions)Key in Positions 3 and 4 of the OON.

your terminal. Then respond to the prompts as follows: Agency (required, alphanumeric field; 2 posi-

Enter User ID (required, alphanumeric field; tions). Key in Positions 5 and 6 of the OON.

8 positions max.)Key in your assigned user ID (e.g., Office Number (required, alphanumeric field;
NF999). Press [Tab]. 4 positions) Key in Positions 7 through 10 of the OON

Password (required, alphanumeric field; 6 to  The Travel System (TRVL) MenuFigure 5) is dis-
8 positions) Key in your password. Your password is played. Instructions for using the Travel System
not displayed on the screen. Press [Tab]. (TRVL) Menu are included in this procedure.

== 07/28/97 SNAMOD2 T3139A3F PF1=HELP ==

== NN NN FFFFFFFF CCcCccccce ==
== NNN NN FFFFFFFF CCCcCcccc ==
== NNNN NN FF CcC ==

== NN NN NN FFFFFFFF CcC ==

== NN NNNN FFFFFFFF CC ==

== NN NNN FF CCCCcCcCcCC ==

== NN NN FF CCccccece ==

National Finance Center —========= ==
Office of the Chief Financial Officer ===
== ==========United States Department of Agriculture

== For Authorized Use Only ==
== ENTER USER ID = [RASSWORD = NEW BASWORD = == =]

== ENTER APPLICATION NAME = @&ESS ENTER FOR MENU ==

Figure 1. NFC Banner Screen

4 Updated 8/2/01
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== 07/28/97 SNAMOD2 MENU T3139A3F 10:14:10 CT

== SELECT ONE:

. PAYROLL/PERSONNEL SYSTEMS

. FINANCIAL INFORMATION SYSTEMS

. PROPERTY MANAGEMENT INFORMATION SYSTEMS

. ADMINISTRATIVE INFORMATION SYSTEMS

. DEVELOPMENT SYSTEMS <NFC ONLY>

. DATA BASE TEST SYSTEMS <NFC ONLY>

. MISSION ASSIGNMENT TRACKING SYSTEM <GAO ONLY>
. DIRECTIVES BULLETIN BOARD

== ENTER APPLICATION NAME OR SELECTION NUMBER ==> IDMSGO

O~NOUTAWN

PF11 = EXIT

MESSAGE BOARD

Figure 2. NFC Menu

[[ TTTTTTTTTTT RRRRRRRR VVV  VVV LLL [
TTTTTTTTTTT RRRRRRRRRR VWV VVV LLL

TTT RRR RRR VVV VVV LLL [l

TTT RRRRRRRRRR VVV VVV LLL NATIONAL FINANCE CENTER ||

TTT RRR RRR VW VW LLL TRAVEL SYSTEM (TRVL) ||
TIT RRR RRR VVVVWW LLLLLLLLL  SIGNON SCREEN ||
TITT RRR RRR VVWWW  LLLLLLLLL I
H
DEPARTMENT:
SERVICING AGENCY: 1
I
AGENCY: ||
Il
OFFICE NUMBER: 1c4J

FOR INQUIRY PRESS ENTER KEY, OTHERWISE ENTER SIGNON DATA
ENTER= PROCESS CLEAR= EXIT

Figure 3. Travel System (TRVL) Sign-On Screen

Note: When signing on, before you display the system’s To disconnect from the mainframe, press [PF11] or a

main menu, you may select Option 8, Directives Bulle-
tin Board, on the NFC Men(Figure 2) to view addi-
tional messages related to administrative paynsssts
tems. (See Title VI, Systems Access Manual, Bulletin
94-1, Directives Bulletin Board, dated January 24,
1994.)

Sign-Off

To exit TRVL, press [Clear] at any screen. The Enter
Next Task Code prompFigure 4 ) is displayed. Key in
byeand press [Enter].

The NFC MenuFigure 2) is displayed. You are now
disconnected from the system. However, you are still

connected to the mainframe and may select another

application from the NFC Menu.

Updated 8/2/01

compatible function key. The NFC Banner Screen
(Figure 1) is displayed. If you do not intentionally dis-
connect from the mainframe, you are automatically dis-
connected after your terminal is inactive for a short
time.

V60 Enter Next Task Code

Figure 4. Enter Next Task Code Prompt
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Operating Features accordance with the “General Records Schedule,” paper

copies of transmitted transactions (bearing the original
This section describes the system’s design and operatingignatures of all parties) and supporting documents

features. (e.g., receipts) must be retained for a 6-year period.
Note: Be sure to prepare and maintain the back page of

System Design the paper Form AD—-616 or Form AD-616Ro¢ DOJ
Users Only.

The TRVL online data entry component is designed to

replicate the following forms: DOJ-Specific Record Retention

e AD-202, Travel Authorization/Advanc@&xhibit 1) Requirements

DOJ vouchers are selected for verification audits based
* AD-202M, Travel Authorization/Advance Attach- upon statistical sampling criteria. TRVL generates
ment For Multiple Travelergxhibit2 & 3 ') Report TRVL1252, Travel Vouchers Selected For Veri-
fication Report(Exhibit 11 ), which identifies documents
* AD-202R, Travel Authorization/Advance Attach- selected for audit. The report is sent to the DOJ approv-
ment For Relocation TravéExhibit 4 ) ing official at the Originating Office Number (OON)
address. After DOJ personnel conduct the verification
e AD-202RE, Attachment for Election Of Separate audit, the report must be signed and returned to NFC at
Allowances Exhibit 5 ) the address shown on the report.

e AD-616, Travel Voucher (Temporary Duty) System Edits

(Exhibit 6 )
All entries in the system are subject to front-end system
« AD-616R, Travel Voucher (RelocationfFdqr DOJ edits. If an error occurs or if required data is omitted, an
Users Only (Exhibit 7 ) edit error message is displayed and the field(s) is high-

lighted before the next applicable screen is displayed.

« AD-424, Employee Application For Reimbursement The cursor is automatically positioned in the first identi-
Of Expenses Incurred Upon Sale Or Purchase (Orfied field where the error occurred. You can correct the

Both) OfResidence Upon Change Offidial Station data at the time the error(s) is detected or youSzaue
(For DOJ Users Only(Exhibit 8 & 9 ) (hold) what data you have entered and advance to the
next screen. See [PF8] and [PF9] uridetction Keys

¢ AD-1000, Claim For Relocation Income Tax Allow- below.
ance (fer DOJ Users Only(Exhibit 10 )

Function Keys
Notes: (1) PC-TRVL screens for Forms AD-616R, )
AD-424, and AD—1000 are applicable to Department of Your keyboard includes:
Justice (DOJ) users onl2) When Forms AD-424 and )
AD-1000 are applicable to AD-616R entry, screens for ® Program function keys ([PA], [PF], [F], etc.) used to
these forms are automatically displayed after the last execute functions and display specific screens in the
AD-616R screen. system

Record Retention Requirements e Other function keys ([Enter], [Clear], etc.)

Agency offices that use the online data entry componentFor instructions on your equipment usage for these keys,
to enter travel transactions are the official recordkeeperssee the manufacturer’s operating guide.

of the paper copies of the transmitted transactions.

These offices must follow the record retention require- The special functions of these keys in TRVL are dis-
ments established by the National Archives and Recordsplayed at the bottom of each screen. Descriptions are
Administration in the “General Records Schedule.” In provided are the following pages:

6 Updated 8/2/01
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PF1

PF2

PF4

PF5

PF7

PF8

PF9

PF10

Systems Access Manual
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Travel Online Data Entry

Functions

Menu. Used to display the Travel System
(TRVL) Menu.

Signon Screen.Used to display the TRVL

Signon Screen. PE11

Ing. Used to display the Inquiry Menu

Screen for querying travel documents during
the entry process. To return to the data entry
process from the inquiry process, press PF1

until the data entry screen is displayed.

PF12

Add Doc. Used on the (Remote) Document

Selection List screens to add a document.

Delete. Used on the (Remote) Document
Selection List screens to delete a document.

To delete a document on the Selection List
screen. Key irD next to the document and
press [PF4].

Auth. Used to add an AD-202, Travel
Authorization/Advance, document.

Tdy. Used to add an AD-616, Travel
Voucher for temporary duty travel.

Prev Page.Used to scroll backwards from
page to page.

Next PageUsed to scroll forward from page
to page.

Hold and Exit. Used to save (hold) the docu-

ment and exit the document. Use this func-
tion whenever you must exit a document
prior to completing it in its entirety.

Hold. Saves screen data when all required
information is not readily available. By
pressing [PF9] on a screen with
missing/invalid data, you can move to the

next screen to continue entry. Missing or

invalid data can be keyed in at a later time. Clear

Unrelease.Used to reverse the release of a

travel voucher only. This function can be

executedonly on the same daythat the Enter

document was released for TRVL

processing.

Init. Used to erase data from the document Tab

and initialize a new entry screen.

Updated 8/2/01

Title VI
Chapter 6
Section 1

Release.Used to release travel documents
for TRVL processing. This function can be
executedonly by approving officials and
their designees.

Select Doc.Used to display the (Remote)
Document Selection List screens. From these
screens, users can return to documents put on
hold or pending release and select documents
for viewing, changing, deleting, printing, or
releasing to TRVL for processing.

Print. Used to print a document.

Return. Used to return to the previous
screen.

Profile. Used on Screen TVO100&igure 6 )

to call up the profile of aingle traveler
authorization previously established in the
Travel System to establish a similar or
identical authorization from the recalled
authorization data. The profile record
contains the key elements of the previous
authorization, such as the itinerary and
accounting data. The use of this function
eliminates  repetitive entry of like
authorizations.

To execute the profile function, key Ein
the Action Code field and the social security
number of the traveler covered under the pre
viously established authorization.

PresqdPF12] to display the profile of the orig-
inal authorization.

Tab to the Authorization Number field. Type
the new authorization number over the origi-
nal authorization number.

Continue through to each screen, typing in
new data where necessary.

Note: The profile function should not be used
for multiple traveler authorizations.

Used to exit the system.

Used to enter data into the system after you
have keyed it in at a screen.

Used to move the cursor from field to field.
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Used to move the cursor up from line to line. Used tomove the cursor to the left from posi-
4 <« | | tion to position within a field.

Used to move the cursor down from line to

v line.

Instructions follow for using Screen TV00001, Travel
System (TRVL) MenyFigure 5).

Used to move the cursor to the right from

-»> position to position within a field.

8 Updated 8/2/01
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Travel System (TRVL) Menu 12. Voucher (Relocation)(For DOJ Users Only

Used to add, view, change, delete, release, and print
After you access the Travel Online Data Entry process, relocation travel vouchers.
Screen TV00001, Travel System (TRVL) Menu
(Figure 5) is displayed listing TRVL entry, inquiry, and 20, Inquiry Menu. Used to access the Travel System
reports options (tasks). Instructions for the Authoriza- Online Inquiry process.
tion/Advance, Voucher (TDY), and Voucher (Reloca-
tion) entry tasks follow. Instructions for inquiry and
reports options (tasks) are explained in the Travel Sys
tem Online Inquiry procedure (Title VI, Chapter 6, Sec-
tion 3).

30. Inquiry Report Print. Used to print inquiry
reports.

To select a task from the Travel System (TRVL) Menu

Following is a brief description of each task: (Figure 5) key in the appropriate task code and press
[Enter] to add a new document or [PF11] to perform

10. Authorization/Advance. Used to add, view, Other functions on an existing document. If [Enter] is

change, delete, release, and print temporary duty andoressed, the screen for the selected option is displayed.

relocation travel authorizations and advance requests. If [PF11] is pressed (for Tasks 10, 11, and 12) the
appropriate  Document Selection List screen is dis-

11. Voucher (TDY). Used to add, view, change, Played.

delete, release, and print temporary duty travel vouch-

ers. Instructions follow for using the system tasks.
TV00001 NATIONAL FINANCE CENTER 13:27:14  07/25/97
TRAVEL SYSTEM (TRVL) MENU
(REMOTE)
MODE TASK  DESCRIPTION MODE TASK  DESCRIPTION

ENTRY 10 AUTHORIZATION/ADVANCE REPORTS 30 INQUIRY REPORT PRINT
11 VOUCHER (TDY)
12 VOUCHER (RELOCATION)

INQUIRY 20 INQUIRY MENU

ENTER TASK:
SELECT SPECIFIC TASK HIT "Enter” KEY
CLEAR= EXIT PF1= SIGNON SCREEN PF11= SELECT DOCUMENT

ENTER= PROCESS

Figure 5. Screen TV00001, Travel System (TRVL) Menu

Updated 8/2/01 9
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The agency can also request an advance of funds on the
same AD-202, if the authorization is being established
o ) for asingle traveler. If the authorization is fonultiple
Authorization/Advance isask 10 on therBvel System  ayelers, a separate AD—202 with Action Code V must

(TRVL) Menu (Figure 5) Use this option to add, view,  pe prepared for each traveler in need of an advance. See
change, delete, release, and print travel authorizationsgequesting An Advance Only

and advance requests.

Adding A Temporary Duty Travel
Authorization/Advance

2. Authorization Date (required; numeric field,;
Screen identifiers (e.g., TV01001) are used to identify 6 positions).This field is system generated. Overtype
screens in the following instructions. the date, if needed.

The number of AD-202 screens displayed during data
entry varies depending on the travel situation. In some
situations, you will see more or less screens than othe

3. Authorization No (required; alphanumeric field;
13 positions)Key in the authorization number assigned
rby the agency. This 13-position number should be for-

situations. For example, if an AD-202 is for multiple
travelers, a screen for identifying thrultiple travelers
will be displayed. This multiple travelers screen will not
be displayed if an authorization is fosiagle traveler.

Other examples of travel situations where the number of Position

screens will vary are: temporary duty travel vs. reloca-
tion travel and travelers checks issued as advances.

Instructions follow for selecting and using the functions
in this option.

At the Travel System (TRVL) MentFigure 5), key in
10 and press [Enter]. Screen TV01001, AD-202/Sec-
tion A — Identification, Figure 6) is displayed.

Note: The profile function [PF12] is used to call up the
profile of an authorization previously established in the
Travel System to establish a similar or identical authori-
zation from the recalled authorization data. A detailed
explanation for using the [PF12] key is provided under
Function Keys.

Complete the fields as follows:

AD-202/Section A — ldentification

1. Action Code(required; alphanumeric field; 1 posi-
tion). Key in Action CodeE to establish a new autho-
rization in the Travel System.

matted as shown below:

Description

1 Use the last digit of the fiscal year.
2 Identify the type of authorization:
A (Unlimited Open travel)
B (Limited Open travel)
C (Individual Trip travel)
L (Local travel)
N (Nationwide travel)
3 UseS (single traveler) oM (multiple
traveler). Note: If M is used, skip
Fields 4 and 5.
4-5 Use the alphanumeric agency code of
the agencypaying the expenses.
6-9 Use the 4-position alphanumeric code
unique to the agency.
10-13  Use the 4-position sequential number

assigned by the agency.

4. Social Security Ndrequired; numeric field; 9 posi-
tions). Key in the traveler’s social security number. If
the authorization is for multiple travelers, skip this field.
The multiple travelers’ social security numbers will be
keyed in on a screen that replicates the Form AD-202M.

TVv01001 AD-202/SECTION A — IDENTIFICATION
1. ACTION CODE: (E.,C,AYV)
3. AUTHORIZATION NO:
5.NAME >>  LAST:

6. AGENCY CODE:

8. TRAVELER OON:

FIRST:

2. AUTHORIZATION DATE: 07 2597
4. SOCIAL SECURITY NO:
MI:
7. AGENCY OON: AG90906030
9.EST DATES>>FROM:

10. TYPE TRAVEL: 11. GOVT CREDIT CARD:
12. TRAINING DOC NO:
CITY STATE

13. OFFICIAL DUTY STATION >>
14. RESIDENT >>

AD—-202/SECTION B — EMPLOYMENT STATUS
15. PAYROLLED BY NFC: (YIN)
16. NOT PAYROLLED BY NFC:  (Y/N)
17. NEW HIRE: (YIN)
18. SPECIAL APPOINTEE: (YIN)
19: NONGOVERNMENT: (YIN)

13:27:28 07/25/97

97 THRU:
(YIN)

97

ENTER REQUIRED DATA — PRESS "Enter” KEY TO PROCESS/ADD
CLEAR= EXIT PF1= MENU PF5=TDY PF9= HOLD PF11= SELECT DOC
ENTER= PROCESS PF2=INQ PF8=HOLD AND EXIT PF10=INIT PF12= PROFILE
Figure 6. Screen TV01001, AD-202/Section A — Identification
Updated 8/2/01
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If a traveler has no social security number, the agency7. Agency OON (required, alphanumeric field;
personnel office should assign a temporary identifica- 10 positions).The Originating Office Number (OON) is
tion number. (Consult the United States Office of Per- system generated.

sonnel Management's Operating Manual, The Guide to

Processing Personnel Actions, for instructions.) 8. Traveler OON (alphanumeric field; 10 positions).

Key in the OON of the traveler for whom the AD—-202 is
being submittednly if it is different than the agency

Note: If a traveler is a new hire, nongovernment, or spe- OON.
cial appointee and is processing a travel transaction in
NFC’'s Travel System for thérst time, the agency
should contact the NFC’s Travel and Transportation
Section(TTS) at504—-255-4878&o establish the traveler From (required; numeric field; 6 positionsKey in

on NFC'’s supplemental name file. The agency should the estimated date official travel will begin using the
make this contact with TTfrior to submitting the first mm/dd/yy format (the current year is displayed as the
authorization so that the authorization can be processed default).

by NFC Withqut delgy. Agencies s_hoqld also follow Thru (required; numeric field; 6 positionsKey in
these same instructions when assigning a temporary he estimated datefficial travel will end using the

9. Est DatesKey in the estimated dates of travel as fol-

identification number for a traveler. mm/dd/yy format (the current year is displayed as the
default).
5. Name (required, alphanumeric field; max. of Example: Key in060297to record June 2, 1997.

30 positions).Key in the traveler’s name as described Notes: (1)For Types A and L authorizations, the esti-

below. Do not key in punctuationlf the authorization mated dates are normally the beginning and ending

covers multiple travelers, skip this field. The multiple dates othe fiscal year2) For Types B and N authoriza-

travelers’ names will be keyed in on a screen that repli- tions, these dates may cover a month, a quarter, or the

cates the Form AD-202M. entire fiscal year(3) For relocation authorizations, the

dates of travel must cover a 2-year period. If a house-

Last (max. of 17 positionsKey in the traveler’s last  hunting trip will be authorized, the from date of travel
name. ltems such as Jr., Sr., and lll are to be shown asnust include the beginning date of the househunting
part of the last name (e.g., Stone Jr). If the employeetrip. If it becomes necessary to extend the 2-year time
has a 2-part (double) last name, separate one parframe (not to exceed 1 additional year) for the sale/pur-
from the other with a spacBo notinclude hyphens  chase of residence expenses, the authorization must be
for hyphenated names. amended to show the new estimated Thru date.

First (max. of 12 positionsiXey in the traveler’s first 1 Type Travel (required, alphanumeric field; 2 posi-

or given name or initial. Key in an initial if the trav-  tjons). Key in one of the codes listed below to indicate
eler has an initial for the first name. If the employee tne type of travel:

has two or more first names or initials, separate one

from the other with a spacBo notkey in hyphens or DM Domestic
periods. FG Foreign
MI (1 position) Key in the traveler’s middle initial. GR Escorted Group

. e . ocC Outside Continental U.S. (CONUS)
6. AgencyCode(required, alphanumeric field; 2 posi-
tions). Key in the 2-position agency code that identifies Note: For Type GR travel, show the name and country of
the traveler’s employing agency. If the traveler i®a- each traveler in Field 42, Remarks.
government employee, key in the code of the agency for

which the traveler is traveling. 11. Govt Credit Card (alpha field; 1 position)Key inY

if the traveler has a Government contractor-issued credit
card or is eligible for a card. Key M if the traveler does

Notes: (1)If the traveler is employed by one agency and not have a Government contractor-issued credit card.

traveling for another agency, the employing agency
code is still entered in this fiel@) In those situations  Note: If the AD—202 is for multiple travelers, key Yhif
where employees travel for an agency that is different fromall travelers have government credit carddNaf both

their employing agency, Section D-Accounting Classifi- responses apply to the group.

cation, will be completed in a special manner to identify

the agency and accounting station that is to be charged fod2 Training Doc No (For Purpose of Travel Code 3

the payment as well as the accounting classification codeOnly) (alphanumeric field; 10 positions maxlj.the

that is to be charged. purpose of the trip is to attend a training class (Purpose

12 Updated 8/2/01
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Code 3), key in the training document number assigned17 New Hire(alphanumeric field; 1 positionKey inY

to the corresponding SF-182, Request, Authorization, if the traveler is a new Federal employee (i.e., an
Agreement, and Certification of Training. Otherwise, individual who is being hired from outside of
leave this fieldolank. When authorizing multiple Government who has not received his/her first salary
travelers for Purpose Code 3 travel, leave this field payment).

blank. The AD-202M includes a field for the entry of
the training document number feach traveler. 18 Special Appointee (alphanumeric field; 1 posi-
tion). Key inY if the traveler is a special appointee (e.g.,
County committeemen, YACC employees, CETA em-
ployees, etc.).

Example: Key in training document number

9-99-XX-99999 a®99XxX99999

Note: If the purpose code is 15, Informal Training, a 19 Nongovernment(alphanumeric field; 1 position)
training document is not required; therefore, Field 12 Key inY if the traveler is a nongovernment employee

must be leftblank.

13 Official Duty Station (alphanumeric field; 22 posi-
tions ma¥. Key in the city and 2-position state abbrevi-

(e.g., consultants, advisors, etc.).

After the employment status has been selected, press
[Enter].

ation code or the city and 2-position alpha country code
where the employee is now stationed. (For nonforeign o _
areas outside CONUS and foreign locations, see the Ap-* If the travel authorization is for multiple travelers,
pendix to the Travel System procedure for the state ab-Scréen TV01008, AD-202M, Multiple Travelers

breviation codes and alpha country codes.)

14 Resident(alphanumeric field; 22 positions maxf)

Identification, Eigure 7) is displayed. The instructions
to use this screen are displayed below. Screen TV01008
is used to identify multiple travelers (third position of

this is the same as the official duty station, leave this the authorization number i (Multiple)). This screen

field blank. Otherwise, key in the city and 2-position

duplicates Form AD-202M, Travel Authorization/Ad-

state abbreviation code or the city and 2-position alphaVvance, Attachment for Multiple Travelers. This screen
country code of the employee’s residence. When autho-2ccommodates up to 50 travelers.

rizing multiple travelers, this field should be lbfank.

AD-202/Section B — Employment Status

Section B of Screen TVO100&igure 6 ) is used to indi-
cate the traveler’s employment status. Keyrim the
applicable field as described below.

15 Payrolled By NFC (alphanumeric field; 1 posi-
tion). Key inY if the traveler is a Federal employee of an
agency payrolled by NFC. If the employee is newly
employed by the agency and hast received his/her
first salary payment from NFC, leave this field blank.

16. Not Payrolled By NFC(alphanumeric field; 1 posi-
tion). Key in Y if the traveler is a Federal employee and
NFC processes the agency’s travel,imitthe agency’s
payroll. If the employee is newly employed by the
agency and hasot received his/hefirst salary pay-
ment, the agency must still key Yhin this field.

Updated 8/2/01

* If the authorization is for a single traveler, Screen
TV01002, AD-202/Section C — Itinerary and Estimated
Expenditures Figure 8) is displayed. Instructions for

Screen TV01002 follow Screen TV01008 instructions.

Complete the fields for Screen TV01008 as follows:

Add/Del (alphanumeric field; 1 position).eave
this fieldblank when establishing a new authorization.
This field is used only when amending an AD-202
(Action Code A).

Soc. Sec. No(required, numeric field; 9 posi-
tions). Key in each traveler’s social security number.

Name (required, alphanumeric field; max. of
30 positions) Key in each traveler’s last name, first
name, and middle initial.

13
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TV01008 AD-202M/MULTIPLE TRAVELERS IDENTIFICATION 16:21:51 07/28/97
ADD
DEL SOC. SEC. NO. NAME>> LAST FIRST Ml TRAINING DOC. NO.
NO OF TRAVELERS: E PAGE: 01
ENTER DATA THEN SELECT OPTION
CLEAR= EXIT PF1=MENU PF8=HOLD AND EXIT
ENTER= PROCESS PF7=PREV PF9=HOLD

Figure 7. Screen TV01008, AD-202M/Multiple Travelers Identification

TV01002 AD-202/SECTION C—ITINERARY & ESTIMATED EXPENDITURES 13:41:32 07/25/97

TOTAL SUBSISTENCE:
ENTER DATA THEN SELECT OPTION
CLEAR= EXIT PF1= MENU
ENTER= PROCESS PF7= PREV

PF9= HOLD

ITINERARY >> 20. FROM 21.TO
CITY ST COUNTRY CD CITY CD CITY OR COUNTY OR REGION ST
1 |
2 |
3 |
4 |
5 |
6 |
7 |
23. EXPENDITURES >> NUMBER ESTIMATED
SUB CODE LODGING M AND IE RATE DAYS AMOUNTS
1
2
3
4
5
6
7

PF8= HOLD AND EXIT

Figure 8. Screen TV01002, AD-202/Section C-ltinerary & Estimated Expenditures

Training Doc. No. (alphanumeric field; 10 posi-
tions). If the purpose of the trip is to attend a training

Press [Enter] to move to Screen TV01002,
AD-202/Section C — ltinerary and Estimated Expendi-

class (Purpose Code 3), key in the training documenttures Figure 8).
number assigned to the corresponding SF-182, Request,

Authorization, Agreement, and Certificate of Training

Section C — Itinerary And Estimated

for eachtraveler. Do not use punctuation (e.g., spaces orExpenditures

hyphens). Otherwise, leave this fiddthnk.

Example: Key in training document number

9-99-XX-99999 a®99XxX99999

Note: If the purpose code is 15, Informal Training, a
training document is not required; therefore, this field
must be left blank.

No of Travelers (numeric field; 2 positions max.).
Key in the total number of authorized travelers.

14

Section C is completed to record the itinerary of the trip
as well as the related authorized expenditures. These
expenditures will be established in the Travel System
and any travel vouchers submitted to NFC in conjunc-
tion with the authorization will be audited based on the
expenditures authorized in this section.

The next three screens that display are for the entry of
Section C, Itinerary and Expenditures, data from the
AD-202. These three screens are TV01083ute 8),
TV01003 Figure 9), and TV01004 Kigure 10). The
manner in which Section C screen data (i.e., Fields 20
through 24) is completed is contingent upon the type of

Updated 8/2/01
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authorization (i.e., Type A, B, C, L, or N) being pre- on Screen TV01004~gure 10).

pared. Therefore, the instructions for completing Sec-

tion C are presented by type of authorization, in alpha-

betical order, with each authorization type set off by a To complete Section C screens, locate the instructions
heading. Immediately following the instructions for the for the type of authorization you are keying in. Once you

last authorization type (i.e., Type N authorizations), are finish keying in Section C screen data, go to the instruc-
instructions for Section D, Accounting Classification, tions for Section D data (Screen TV01004gre 10).

TV01003 AD-202/SECTION C—ITINERARY & ESTIMATED EXPENDITURES 13:41:44 07/25/97
CONTINUED

22. PURPOSE OF TRAVEL DESC:

23. EXPENDITURES (CONTINUED) ESTIMATED
AMOUNTS

POV >>IND: (Y/N) RATE: RATE: RATE: RATE:

OTHER >> IND: (Y/N) DESC:

UNACCOMPANIED BAGGAGE IND:  (Y/N)

CAR RENTAL IND: (YIN)

OVERTYPE FIELDS TO BE MODIFIED —— PRESS "Enter” KEY

CLEAR= EXIT PF1= MENU PF8= HOLD AND EXIT

ENTER= PROCESS PF7= PREV PF9= HOLD

Figure 9. Screen TV01003, AD-202/Section C — Itinerary & Estimated Expenditures (Continued)

TV01004 AD-202/SECTION C-ITINERARY & ESTIMATED EXPENDITURES 13:49:29 07/25/97

23. AUTHORIZED EXPENDITURES (CONTINUED): ESTIMATED
AMOUNT
COMMON CARRIER >> IND: (Y/N) MODE: METHOD:
NON-CONTRACT AIR: (0,1,2,3, OR SPACE)

EXCESS FARE IND: (YIN)
EXCESS BAGGAGE IND:  (Y/N)
GSA AUTO IND: (YIN)

24. TOTAL ESTIMATED EXPENDITURES AUTHORIZED:

SECTION D — ACCOUNTING CLASSIFICATION
25. PURPOSE CODE ACCOUNTING CLASSIFICATION CLAIM PERCENTAGE

THESE PERCENTAGES MUST EQUAL 100 PCT

OVERTYPE FIELDS TO BE MODIFIED —— PRESS "Enter” KEY
CLEAR= EXIT PF1= MENU PF8= HOLD AND EXIT
ENTER= PROCESS PF7= PREV PF9= HOLD

Figure 10. Screen TV01004, AD-202/Section C — ltinerary & Estimated Expenditures

Updated 8/2/01 15
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Completing Section C For Type B
Authorizations

When Screen TV01002 is displayed, complete the fields
as follows:

20. From. Key in the city(ies) and state(s) from which
travel will begin as described below. Up to seven differ-
ent locations may be shown.

Note: If the authorization is for multiple travelers who
will depart from different residential locations, key in
the city and state of the common duty station.

City (alphanumeric field; max. of 20 positions).
Complete this field as follows:

« When the traveler is departing from a CONUS
location or a nonforeign area outside CONUS, key
in the name of the city of departure.

« For foreign TDY travel, key in the 3-position nu-
meric country codeand the 4-position numeric
city codeif the traveler is departing from a foreign
location. (A list of valid codes is provided in the
Appendix tothe Travel System procedure.) Key in
the name of the city in the remaining positions of
City or in the Remarks field.

Example: Record the departing foreign city of Ka-
bul (Afghanistan) a§102000KABUL

St (alphanumeric field; 2 positions)Complete
this field as follows:

« When the traveler is departing from a CONUS
location or a nonforeign area outside CONUS, key
in the state abbreviation code. (A list of state ab-
breviation codes for nonforeign areas is provided
at the beginning of the Appendixttee Travel Sys-
tem procedure.)

« For foreign TDY travel, key in the 2-position alpha
country code if the traveler is departing from a for-
eign location(See the Appendix to the Travel Sys-
tem procedure for a list of valid codes.)

Example: Record the departing country of Afghani-
stan aAF

21. To.Key in each destination location for the tempo-
rary duty travel as described below. Up to seven loca-
tions may be shown. Some general guidelines for Type
B authorizations are provided below:

Updated 8/2/01
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General Guidelines for Field 21 When
Completing Type B Authorizations

Type B travel can be to many different locatigns
within a state or region; therefore, agenciesatgho-
rize travel to seven states up to six states andaax-
imum of one region in lieu of showing specific citigs/
counties within states. When using a region designa-
tion, show it in the City or County or Region field pn

the first line and leave the Stdield blank.

Example: Forest Service locations could authonze
travel within Region 001, California, Nevada, Idaho,
Wyoming, Oregon, and Utah.

Note: (1) To use a region designation, the agency fnust
have previously established the region in NF@’BI&']H
Management System. Contact NFC's Information
Center at504—255-5230for more information. (2
RegionCodes can only be used for Type B travel on

y.

Country Cd (numeric field; 3 positions)}or foreign
TDY travelonly, key in the 3-position numeric NFC-
assigned country coder the country of temporary
duty travel. (See the Appendix to the Travel System
procedure for a list of valid codes.)

Example: Record the destination foreign country of
Algeria as125

City Cd (numeric field; 4 positions)For foreign
TDY travelonly, key in the 4-position numeric NFC-
assigned city cod@ppendix) for the city of tempo-
rary duty travel. (See the Appendix to the Travel Sys-
tem procedure for a list of valid codes.)

Example: Record the destination foreign city of Al-
giers (Algeria) ad4000

City or County or Region(alphanumeric field; max.
of 20 positions)Completethis field as follows:

- For foreign travel, key in the city name of the tem-
porary duty location.

Example: Record the destination foreign city of Al-
giers asAlgiers.

- If a region is being authorized for Type B travel,
key in the 3-digit region code.

Example: If the agency is authorizing travel to Re-
gion 001, key irD01.
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- If you are authorizing Type B travel to specific
states in lieu of specific cities/counties or a region
code,leave this fieldblank. Move the cursor to the
St field.

agencies must shoWwavis-Monthan AFB as the
location name.

(3) Jackpot, Nevada, is not a key city but is located in
Elko County which is listed in Appendix A of the
FTR as All points in Elko County excluding Wend-
over. Therefore, agencies must sHelko instead of
the city name of Jackpot.

- If specific cities/counties are being authorized for
travel within CONUS and nonforeign areas out-
side CONUS (e.g., Alaska, Hawaii, Puerto Rico,
etc.), key in the city or county name (see the sup-
plemental guidelines below undéravel Within
CONUS andTravel To Nonforeign Areas Out-
side of CONUS

If a locality isnot a key city and isot located within

a county specifically listed in Appendix A of the
FTR, key in the city name. In this case, the traveler is
entitled to the standard CONUS rate.

— Travel Within CONUS ) )
— Travel To Nonforeign Areas Outside of CONUS

If a locality is akey city as identified in Appendix A

of Section 301 in the FTR, key in the city name. The
city name must be shovexactly as listed in Appen-
dix A, including punctuation. Abbreviations cannot
be used.

If a locality is specifically identified in the Depart-
ment of State’s (DOS) monthly publication, Maxi-
mum Per Diem Allowances for Foreign Areas, Sec-
tion 925 (A Supplement to the Standardized Regula-
tions), key in the city name. The city nhame must be
shown exactly as listed on DOS’ publicatiam;lud-

ing punctuation.

Examples: (1) The city of St. Louis (Missouri) must
be shown ast. Louis

Notice that the period was entered belthttbecause
it is shown that way in Appendix A of the FTR.

Example: The city of Ft. Wainwright (Alaska)
must be shown &&t. Wainwright

(2) Loveland, Colorado, is a key city and is listed in
the County And/Or Other Defined Location column
of Appendix A of the FTR as City Limits of Loveland
(see Larimer County). Therefore, agencies must
showLoveland as the location name.

Notice that the period was entered belhftde-
cause it is shown that way in DOS’ publication.

If a locality isnot specifically identified in DOS’
publication, the traveler will be entitled to the per
diem rate shown a®ther. Therefore, agencies

If a locality isnot a key city but is located within an
area identified in the County And/Or Other Defined
Location column of Appendix A of the FTR, key in

the appropriate location name shown in the column.

Do notkey in the city name. The location name must
be spelleaxactly as listed in Appendix Ancluding
punctuation. Abbreviations may not be used.

Note: Agencies should show the actual locality name
in Block 42, Remarks, of Form AD-202.

Examples: (1) Mandeville, Louisiana, is not a key
city but is located in St. Tammany Parish (county),
which is listed in Appendix A of the FTR. Therefore,
agencies must sho@t. Tammanyinstead of the city
name of Mandeville.

Notice that the period was entered belthttbecause
it is shown that way in Appendix A of the FTR.

(2) Davis-Monthan Air Force Base, Arizona, is not a
key city but is listed in Appendix A of the FTR as
Pima County; Davis-Monthan AFB. Therefore,

18

must showOther as the city name in the City or
County or Region field in lieu of the actual city
name. After recordin@ther in the City or County
or Region field, show the actual city name in
Field 42, Remarks.

Example: The city of Palmer (Alaska) is not spe-
cifically identified in DOS’ publication. Record
the wordOther in the City or County or Region
field and showPalmerin Field 42.

St (alphanumeric field; 2 position€yomplete this
field as follows:

For foreign travel, key in the 2-position alpha
country code. (See thgopendix to the Travel Sys-
tem Procedure.)

Example: Record the destination foreign country
of Algeria asAG

If a region is being authorizedp not show a state
code on the itinerary line with the region code.

Updated 8/2/01
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- If specific states are being authorized in lieu of
specific cities/counties or a region code, key in the
2-position state abbreviation code. For nonforeign
areas outside CONUS, use the 2-position state
abbreviation code shown in the Appendix to your
Travel System procedure.

« If specific cities/counties are being authorized for
travel within CONUS or nonforeign areas outside
CONUS, key in the 2-position state abbreviation
code. For nonforeign locations, use the 2-position
state abbreviation code shown in the Appendix to
your Travel System procedure.

23. Expenditures. This section is for the entry of

estimated expenditures that are being authorized.

General guidelines for completing the expenditure
information for Type B authorizations are provided
below.

Notes: (1) It isimportant that you review these general
guidelines before you begin to complete this section of
the AD-202.(2) The entry of an Estimated Amount for
each expenditure ptional. Field 24, Total Estimated
Expenditures Authorizednust be completed.

General Guidelines for Field 23 When
Completing Type B Authorization

« Key in the appropriate subsistence codg if
subsistence is authorized. The entry of [the
Lodging, M&IE, Rate, Number of Days, apd
Estimated Amount fields am@ptional.

- Key inY to authorize all other types of expend
tures. IfPOV is authorized, key in the POV rate| as
well. If common carrier is authorized, key in the
transportation mode and the method of tigket
chase. The entry of an Estimated Amount |for
each expenditure igptional; users may provid
estimated amounts f@ome expenditures whilé¢
leaving other estimated amourisink.

D

14

« If the authorization covers multiple travelers, the
estimated amounts must be the amounts aytho-
rized for the entire group.

Sub Code(alphanumeric field; 1 positionKey in

the applicable subsistence code (Pe=,Per DiemA

= Actual Subsistence, arl= Special Rate) on the
same line with the destination location shown in Field
21.

Lodging (numeric field; max. of 7 positionsiror
CodedP andA, you may key in the amount of lodging
authorized ifa specific city and state was keyed in;
otherwise, leave this fieldlank. For CodeS, leave

Updated 8/2/01
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this fieldblank; the special rate will be shown in the
Rate field.

Example: Key in $50.00 a&000

M and IE (numeric field; max. of 7 positiongjor
CodesP andA, you may key in the M & IE amount
authorized if a specific city and state was keyed in;
otherwise, leave this fieldlank. For CodeS, leave
this field blank; the special rate will be shown in the
Rate field.

Example: Key in $30.00 a8000

Rate (numeric field; max. of 7 positiondj.lodging
and M & IE amounts were keyed in for Codeand
A, enter the daily rate. For Co& leave this field
blank or key in the daily rate.

Example: Key in $80.00 a8000

Number Days (numeric field; max. of 3 positiong}).
lodging, M & IE, and rate were keyed in, enter in
wholedays only, the estimated number of days autho-
rized for the location.

The total number of days must not exceed the number
of available days according to the dates of travel in
Field 9.

Example: Record 4 days a%

Estimated Amount (optional, numeric field; max. of
7 positions)lf lodging, M & IE, rate, and number of
days were keyed in for the locality, the estimated
amount is system generated. If lodging, M & IE, rate,
and number of days wemst keyed in, but you want
to provide an estimated amount, key in the amount.

If multiple travelers are authorized, the estimated
amount is calculated by multiplying the daily rate by
the number of days by the number of travelers.

Example: $80.00 x 4 days 32000

Note: The completion of this field isptional; how-
ever, Field 24, Total Estimated Expenditures Autho-
rized, must be completed.

Total Subsistence d@ptional, numeric field; max of

7 positions)If estimated amounts were system gener-
ated/keyed in for all localities authorized, the total
subsistence amount is system generated. If estimated
amounts weraot keyed in, but you want to provide
the total subsistence amount, key in the total.

Example: Key in $320.00 a82000

After entry is completed, press [Enter] to move to
Screen TV01003, AD-202/Section C — ltinerary &
Estimated Expenditures (Continued)igire 9).
Complete the fields as follows:
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21. Purpose of Travel Des¢alphanumeric field; max.

2 lines of 75 positions eactirovide a brief statement
describing the specific reason for the travel. So that the
statement is more meaningful, agencies should not sim-
ply use the definition of the purpose code. Do not state
site visitfor Purpose Code 1, but rather state the particu-
lars of the trip (e.g., for the site visit the agency could
statevisit to the Southern Regional Office to discuss
FY97 budgetary issugs

22. Expenditures (Continued)

POV Ind (alphanumeric field; 1 positionKey inY
to indicate authorization of the use of a Privately
Owned Vehicle (POV).

Rate (humeric field; max. of 4 positiondf. POV is
authorized, key in the mileage rate(s) authorized per the
FTR. A maximum of four POV rates may be autho-
rized.

Example: Key in 3% as310

Estimated Amount (optional, numeric field; max.
of 7 positions)Key in the POV estimated amount.

Example: Key in $50.00 a$000

Other Ind (alphanumeric field; 1 positionKey inY

if any expenditure not specifically identified in Field
23 is authorized. Examples of other expenses are
official telephone calls, local travel expenses, park-
ing expenses, etc.

Desc(alphanumeric field; max. of 13 position&ey

in the description of the other expenses(s) in the
space provided. Since space is limited, abbreviate or
use shorter words to record multiple expenses (e.g.,
PH orCall for telephone callgaxi, cab, orsubfor
local transportation, etc.).

Note: If the agency is authorizingxcess fare or
excess baggagand wishes to authorize an esti-
mated amount for these two expenditures, include
the amount in the Other Estimated Amount field.

Estimated Amount (optional, numeric field; max.
of 7 positions)Key in the amount of other autho-
rized expenditures.

Example: Key in $100.00 a40000

Note: Expense estimates for gasoline used in a
rental vehicle are part of the Car Rental expendi-
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ture and should not be included in the Other Esti-
mated Amount field.

Unaccompanied Baggage Ind(alphanumeric
field; 1 position).Key inY to indicate authoriza-
tion of unaccompanied baggage.

Estimated Amount (optional, numeric field; max.
of 7 positions)Key in the estimated cost for trans-
portation of unaccompanied baggage.

Example: Key in $50.00 a$000

Car Rental Ind (alphanumeric field; 1 position).
Key inY to authorize a rental vehicle.

Estimated Amount (optional, numeric field; max.
of 7 positions)Key in the estimated cost of the
rental vehicle, including gasoline expenses.

Example: Key in $200.00 a20000

Notes:(1) The gasoline expense estimate should not
be included in the Other Estimated Amount fi€h).
Additional auto insurance cannot be authorized for
the rental vehicle in accordance with the FTR.

Common Carrier Ind (alphanumeric field;

1 position).To indicate the authorization of com-
mon carrier transportation, key ¥ If common
carrier tickets are authorized, the transportation
mode and method of purchase must be shown in
the fields provided. When authorizing multiple
travelers, the transportation mode and method of
purchase shown will apply to the entire group.

After entry is completed, press [Enter] to move to
Screen TV01004, AD-202/Section C — ltinerary
and Estimated Expenditure&iqure 10). Com-
plete the fields as follows:

Mode (alphanumeric field; 1 positionKey in one
of the following codes to indicate the mode of
transportation authorized.

Airplane

Bus

Air and bus

Air and train

Bus and train

Air, bus, and train

Train

Other (e.g., boats, ferries, etc.)

O-4TMmoOwm>
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Cost comparison. Use Code P when a
traveler chooses to use his/her own
personal vehicle rather than the
authorized mode of common carrier
transportation. The maximum
reimbursement to the traveler is
limited to the amount which would
have been incurred had the traveler
used a common carrier. When
completing the authorization for cost
comparison travel, the agency should
complete the authorization to reflect
what the agency deems advantageous
to the Government. Do not show what
the traveler will actually do.

Voluntary return. Use Code V when a
traveler voluntarily returns home or to
his/her official station during a period
of official travel. The maximum
reimbursement for round-trip
transportation and per diem will be
limited to the per diem allowance and
travel expenses which would have
been allowed had the traveler
remained at the temporary duty site.
Method (alphanumeric field; 2 positionsiKey in
the code from the list below which denotes the
method of payment to be used by the traveler to
purchase transportation tickets.

Note: When the mode of transportationRsthe
method of purchase must l@ank. When the
mode oftransportation i%, key in a method of pur-
chase code if travel will be by common carrier;
leave the method cod®ank if travel will be by
POV.

CcC Government contractor issued credit
card

GV Government Transportation System
(GVTS)

TR Government Transportation Request
(GTR)

CH Cash

VC GVTS and credit card

TC GTR and credit card

HC Credit card and cash

VH GVTS and cash

TH GTR and cash

V3 GVTS, cash, credit card, and GTR

Estimated Amount (optional, numeric field; max.
of 7 positions)Key in the estimated amount of the
common carrier tickets.

Example: Key in $383.00 a88300
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Non-Contract Air (numeric field; 1 position)Key

in the appropriate code from the list below to indicate
that the use of a non-contract airline has been
approved and justified per the FTR.

1 Space not available on contract airline

2 Schedule of flights on contract airline
inconsistent with Government policy

3 Cost comparison substantiates use of
non-contract airline

4 Rail service available, cost effective,

and consistent with the mission

Notes: (1) If use of a non-contract airline is not
approved on the authorization, it can be post-ap-
proved on the vouchd®) Do not key in a code if the
traveler is using a non-contract carrier because a con-
tract carrier does not exist.

Excess Fare Ind(alphanumeric field; 1 positionit

is the policy of the Government that less-than-first-
class accommodations shall be used for all modes of
passenger transportation. Key Yhif higher cost
accommodations are authorized (e.g., first class,
business class, etc.).

Notes: (1)If excess fare is not approved on the autho-

rization, it can be post-approved on the voudq@gif

the agency wants to authorize an estimated amount
for excess fare, include the amount in the Other Esti-
mated Amount field.

Excess Baggage Indalphanumeric field; 1 posi-
tion). Check this field to indicate the authorization of
excess baggage (e.g., transporting special equip-
ment, etc.).

Note: If the agency wants to authorize an estimated
amount for excess baggag®lude the amount in the
Other Estimated Amount field.

GSA Auto Ind (alphanumeric field; position).Key
in Y to indicate the authorization of a Government-
owned vehicle in lieu of a POV.

23.Total Estimated Expenditures Authorized (re-
quired, numeric field; max. of 8 positionH)estimated
amounts were keyed in fail expenditures authorized,
this amount will be system generated. If estimated
amounts wer@ot keyed in forall expenditures autho-
rized, you must key in this amount.

Example: Key in $1,000.00 a$00000
Note: This fieldmust be completed for all TDY travel.

Go to the instructions for Section D — Accounting Clas-
sification, Field 25, Purpose Code.
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Completing Section C For Type C
Authorizations

When Screen TV01002 is displayed, complete the fields
as follows:

20. From.Key in the city(ies) and state(s) from which
travel will begin as described below. Up to seven
different location may be identified to accommodate
multiple stops within a single trip.

Note: If the authorization is for multiple travelers who
will depart from different residential locations, enter the
city and state of the common duty station.

City (alphanumeric field; max. of 20 positions).
Complete this field as follows:

« If the traveler is departing from a CONUS loca-
tion or a nonforeign area outside CONUS, key in
the name of the city of departure.

« For foreign travel, enter the 3-position numeric
country codeand the 4-position numeric city
codeif the traveler is departing from a foreign
location. (See the Appendix to thedvel System
procedure for a list of valid codes.) Key in the
name of the city in the remaining positions of
City or in the Remarks field.

Example: Record the departing foreign city of Kabul
(Afghanistan) ad4102000KABUL

St (alphanumeric field; 2 positionsfComplete this
field as follows:

« If the traveler is departing from a CONUS loca-
tion or a nonforeign area outside CONUS, key in
the state abbreviation code. (A list of state ab-
breviationcodes for nonforeign areas is provided
at the beginning of the Appendix to the Travel
System procedure.)

« For foreign travel, key in the 2-position alpha
country codef the traveler is departing from a
foreign location. (See the Appendixtte Travel
System procedure for a list of valid country
codes.)

Example: Record the departing foreign country
of Afghanistan a®\F

21. To. Key in each destination location for the
temporary duty travel as described below. Up to seven
locations may be shown.

Country Cd (numeric field; 3 positions}-or foreign

travel only, key in the 3-position numeric NFC-as-
signed country code for the country of temporary
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duty travel. Leave this fieldlank for all other types
of travel. (See the Appendix to the Travel System
procedure for a list of valid codes.)

Example: Record the destination foreign country of
Algeria as125

City Cd (numeric field; 4 positions)or foreign trav-

el only, key in the 4-position numeric NFC-assigned
city code for the city of temporary duty travel. Leave
this fieldblank for all other types of travel. (See the
Appendix tothe Travel System procedure for a list of
valid codes.)

Example: Record the destination foreign city of Al-
giers (Algeria) ad4000

City, or County, or Region (alphanumeric field;
max. of 20 positionsCompletethis field as follows:

« For foreign travel, key in the city hame of the
TDY location.

Example: Record the destination foreign city of
Algiers asAlgiers

« For Type C travel to locations within CONUS
and nonforeign areas outside CONUS (e.g.,
Alaska, Hawaii, Puerto Rico), key in thiy or
county name of the TDY location, following the
supplemental guidelines provided below under
Travel Within CONUS and Travel To Non-For-
eign Areas Outside of CONUS .

Travel Within CONUS

If a locality is akey city as identified in Appendix A

of Section 301 in the FTR, key in the city name. The
city name must be shovexactly as listed in Appen-
dix A, including punctuation. Abbreviations cannot
be used.

Examples: (1) The city of St. Louis (Missouri) must
be shown ast. Louis

Notice that the period was entered beltttbecause
it is shown that way in Appendix A of the FTR.

(2) Loveland, Colorado, is a key city and is listed in
the County And/Or Other Defined Location column
of Appendix A of the FTR as City Limits of Loveland
(see Larimer County). Therefore, agencies must
showLoveland as the location name.

If a locality isnot a key city but is located within an
area identified in the County And/Or Other Defined
Location column of Appendix A of the FTR, key in
the appropriate location name shown in the column.
Do notkey in the city name. The location name must
be spelleaxactly as listed in Appendix Ancluding
punctuation. Abbreviations may not be used.
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Note: Agencies should show the actual locality name
in Block 42, Remarks, of Form AD-202.

« For foreign travel, key in the 2-position alpha
country code. (See the Appendix to the Travel

: - . System procedure.)
Examples: (1) Mandeville, Louisiana, is not a key

city but is located in St. Tammany Parish (county),
which is listed in Appendix A of the FTR. Therefore,
agencies must sho®t. Tammanyinstead of the city
name of Mandeville.

Example: Record the destination foreign coun-
try of Algeria asAG.

For Type C travel to locations within CONUS
and nonforeign areas outside CONUS, key in the
2-positionstate abbreviation code. (A list of state
abbreviation codes for nonforeign areas is pro-
vided at the beginning of the Appendix to the
Travel System procedure.)

Notice that the period was entered belthttbecause
it is shown that way in Appendix A of the FTR.

(2) Davis-Monthan Air Force Base, Arizona, is not a
key city but is listed in Appendix A of the FTR as
Pima County; Davis-Monthan AFB. Therefore,
agencies must shoWwavis-Monthan AFB as the
location name.

23. Expenditures. This section is for the entry of

estimated expenditures that are being authorized.
General guidelines for completing the expenditure
information for Type C authorizations are provided

(3) Jackpot, Nevada, is not a key city but is located in below.

Elko County which is listed in Appendix A of the  Nores:(1) Itisimportant that you review these general
FTR as All points in Elko County excluding Wend- 4 jigelines before you begin to complete this section of
over. Therefore, agencies must stielko instead of  he AD_202,(2) The entry of an Estimated Amount for
the city name of Jackpot. each expenditure @ptional. Block 24, Dtal Estimated

If a locality isnot a key city and isot located within ~ Expenditures Authorizednustbe completed.

a county specifically listed in Appendix A of the
FTR, enter the city name. In this case, the traveler is
entitled to the standard CONUS rate.

General Guidelines for Block 23 When Com-
pleting Type C Authorization

— Travel To Nonforeign Areas Outside of CONUS

If subsistence is authorized, key in the appro
ate subsistence code for each destination |

pri-
oca-

If a locality is specifically identified in the Depart-
ment of State’s (DOS) monthly publication, Maxi-
mum Per Diem Allowances for Foreign Areas, Sec-
tion 925 (A Supplement to the Standardized Regula-
tions), key in the city name. The city nhame must be
shown exactly as listed on DOS’ publicatiam;lud-

ing punctuation.

Example: The city of Ft. Wainwright (Alaska) must
be shown a&t. Wainwright

Notice that the period was entered betfhdecause

tion. The system will generate data in the Lo
ing, M&IE, Rate, and Number of Days fields. T
entry of an Estimated Amount @ptional; users
may provide estimated amounts fmmeexpen-
ditures while leaving other estimated amoy
blank.

Key inY to authorize all other types of expendi

dg-
ne

nts

tu-

res. If POV is authorized, provide the POV rat¢ as

well. If common carrier tickets are authorize
enter the transportation mode and method of

ed,
pur-

o . , L chase. The entry of an Estimated amount for ¢ach
it is shown that way in DOS’ publication. expenditure ioptional.
If a locality is not specifically identified in DOS’ . Key in the estimated total in Field 24.
publication, the traveler will be entitled to the per o )

- If the authorization covers multiple travelers, the

diem rate shown aSther. Therefore, agencies must
showOther as the city name in the City or County or
Region field in lieu of the actual city name. After re-
cordingOther in the City or County or Region field,
show the actual city name in Field 42, Remarks.

Example: The city of Palmer (Alaska) is not specifi-
cally identified in DOS’ publication. Record the
word Other in the City or County or Region field and
showPalmer in Field 42.

St (alphanumeric field; 2 positionslComplete this
block as follows:

24

estimated amounts shown should be the amd
authorized for the entire group.

unts

Sub Code (alphanumeric field; 1 positionKey in
the applicable subsistence code (Pe=,Per DiemA
= Actual Subsistence, arl= Special Rate) on the

same line with the destination location shown in
Field 21.

If P was keyed in as the subsistence code, press
[Enter]. The system will generate the lodging, M &
IE, and rate amounts.
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Lodging (numeric field; max. of 7 positionsiror Example: $80.00 x 4 days 32000
CodeP, the amount is system generated. For Ggde _ o -
key in the amount of lodging authorized. For C8de Total Subsistence rfumeric field; max of 7 positions).
leave this fieldblank; the special rate will be shown This amount is system generated.

in the Rate field.
Example: Key in $50.00 a&000

Example: Key in $320.00 a82000

After the last line of entry is completed, press [Enter].

M and IE (numeric field; max. of 7 positiopsFor Screen TV01003 is displayed. Complete the fields as
Codes Rhe amount is system generated. For Code A, ¢5|1ows:

key in the M & IE amount authorized.

For CodeS, leave this fieldblank; the special rate  22. Purpose of Travel Des¢alphanumeric field; max.
will be shown in the Rate field. 2 lines of 75 positions eachjrovide a brief statement

. describing the specific reason for the travel. So that the
Example: Key in $30.00 a8000 statement is more meaningful, agencies should not just

Rate (numeric field; max. of 7 positiongjor Codes use the definition of the purpose code. Do not Stitee

P, the amount is system generated. For Cigdthe visit for Purpose Code 1, but rather state the particulars
total of Lodging and M&IE is system generated. For of the trip (e.g., for the site visit the agency could state
CodesS, key in the daily rate here. visit to the Southern Regional Office to discuss FY97

budgetary issugs
Example: Key in $80.00 a8000
Number Days (numeric field; max. of 3 positions). ~FOr instructions on completing the rest of Field 23, be-
Key in, inwhole daysonly, the estimated number of glnmn_ngth POV, and Field 24, see the specific field in-
days authorized for each location. The total number Structions undeCompleting Section C for Type B Au-

of days must not exceed the number of available daysm-
according to the dates of travel in Field 9.

Note: Field 24must be completed for all TDY travel.
Example: Record 4 days a&

Estimated Amount (numeric field; max. of 7 posi- Go to the instructions for completing Section D —
tions). This amount is system generated. Accounting Classification, Field 25, Purpose Code.
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Completing Section C for Type A 22. Purpose of Travel Des¢alphanumeric field; max.
Authorizations of 2 lines of 75 positions eachprovide a brief

statement describing the specific reason for the travel.
Screen TV01002Hgure 8) is used to key in itinerary ~ So that the statement is more meaningful, agencies
and subsistence information. Since Type A authoriza- should not just use the definition of the purpose code.
tions allow employees to perform business wherever Do not statesite visitfor Purpose Code 1, but rather
necessary, itinerary and subsistence information is notstate the particulars of the trip (e.g., for the site visit the
applicable for Type A travel. Therefore, entry is not agency could stateisit to the Southern Regional
required on Screen TV01002. When Screen TV01002 isOffice to discuss FY97 budgetary issjies
displayed, press [Enter] to move to Screen TV01003,
AD-202/Section C - ltinerary and Expenditures
(Figure 9).

23. Expenditures (Continued).This section is for the
entry of estimated expenditures that are being
authorized. The only expenditures that can be
authorized for Type L authorizations are POV, Other,
GSA Auto, and Car Rental. If POV is authorized,
provide the POV rate as well.

When Screen TV01003 is displayed, complete the fields
for this screen as follows:

22. Purpose of Travel Des€alphanumeric field; max.

2 lines of 75 positions eactirovide a brief statement
describing the specific reason for the travel. So that the
statement is more meaningful, agencies should not
simply use the definition of the purpose code. Do not
statesite visitfor Purpose Code 1, but rather state the
particulars of the trip (e.g., for the site visit the agency
could statevisit to the Southern Regional Office to
discuss FY97 budgetary issyes

For instructions on completing the applicable expendi-
tures in Field 23, beginning with POV, and Field 24, See
the specific field instructions und€ompleting Sec-

tion C for Type B Authorizations

Note: Field 24must be completed for all TDY travel.

Go to the instructions for Section D — Accounting Clas-
sification, Field 25, Purpose Code.

After Field 22 data is keyed in, press [Enter] to move to
Screen TV01004, AD-202/Section C — lItinerary and
Estimated ExpendituresFigure 10). When Screen

TV01004 is displayed, complete the data as follows: When Screen TV01002 is displayed, complete the fields

Completing Section C For Type N
Authorizations

as follows:
24. Total Estimated Expenditures Authorized
(required, numeric field; max. of 8 position®ey in 20. From. Leave this field blank.
the total amount authorized for the travel and
transportation expenditures. 21. To.Leave this field blank.
Example: Key in $10,000.00 at000000 23. Expenditures. This section is for the entry of

estimated expenditures that are being authorized for
Note: This fieldmust be completed for all TDY travel.  Type N authorizations.

Go to the instructions for Section D — Accounting Clas- For instructions on completing all of Field 23 and Field
sification, Field 25, Purpose Code. 24, see the specific field instructions un@empleting
Section C for Type B Authorizations

Completing Section C For Type L

Authorizations Note: If subsistence is authorized for Type N travel, the

appropriate subsistence code(s) (PeA,or S, must be
Screen TVO01002FRjgure 8) is used to enter itinerary  keyed in Field 23.
and subsistence information. Type L authorizations are
for local travel only. Itinerary and subsistence informa- 22. Purpose of Travel Des€alphanumeric field; max.
tion is not applicable for Type L travel. Therefore, entry of 2 lines of 75 positions eachprovide a brief
is not required on Screen TV01002. When Screen statement describing the specific reason for the travel.
TV01002 is displayed, press [Enter] to move to Screen So that the statement is more meaningful, agencies
TV01003, AD-202/Section C — Itinerary and Expendi- should not just use the definition of the purpose code.
tures (Continued)Rjgure 9). Do not statesite visitfor Purpose Code 1, but rather
state the particulars of the trip (e.g., for the site visit the
When Screen TV01003 is displayed, press [F2] to input agency could stat®isit to the Southern Regional
data. Complete the fields as follows: Office to discuss FY97 budgetary issjes
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Note: Field 24must be completed for all TDY travel.

Section D — Accounting Classification

Section D is used to record the accounting classification
that will be charged for the travel. This accounting will
be stored in the travel authorization record. Screen
TV01004, AD-202/Section C—ltinerary and Estimated
ExpendituresKigure 10) is used to key in the account-

e If a document control number (DCN) (as assigned
through NFC’s Funds Control System) is used with the
accounting code, it must be placed at the end of the
accounting code. For example, if the accounting code is
12345678 and the DCN is 001, keylia3456780001

* If the accounting is for an agency other than the trav-
eler's employing agency, the accounting must be
entered in a special manner. In these instances, key in

ing classification data. When an associated voucher isthe paying agency’s accounting code and follow the
filed, agencies may charge the stored accounting or dis-accounting code with a slash (/). Immediately behind

tribute the claim to different accounting.
Note: Up to seven lines of accounting may be keyed in.

25. Purpose Code(required, numeric field; max. of
2 positions)Key in a purpose of travel code from the list
on the AD-202 for each line of accounting to be shown.

1 Site visit

2 Information meeting

3 Training attendance

4 Speech or presentation
5 Conference attendance
7 Entitlement/Home leave
8 Special mission travel
9 Emergency travel

10 Other travel

11 Pre-employment travel
13 Rest and recuperation
14 Educational

15 Informal training

Notes: (1) If the purpose code is 1 through 9, agencies
arenot required to key in the preceding z€g).If the
purpose of the trip is Purpose Code 3, the training doc-
ument number assigned on Form SF-182, Request
Authorization, Agreement, and Certification of
Training, must be provided in Field 12rdining Doc-
ument No.

Example: Record Purpose Code 1hsr01

Accounting Classification (required, alphanumeric
field; max. of 35 positionsKey in the agency man-
agement or accounting classification code(s) to be
charged for the travel. Up to 7 lines of accounting
may be used.

Note: Be sure testart the accounting ohine 1 of this
section. Danot skip a line between multiple lines of
accounting.

28

the slash, key in the 2-position agency code that identi-
fies the paying agency. Directly behind the agency code
key in the 4-digit accounting station code of the paying
agency. Do not space between the agency code and the
accounting station code. Also follow this procedure if
multiple accounting codes are to be charged to another
agency.

Example: If an employee works for the Forest Ser-
vice (Agency Code 11) but is traveling for NFC and
NFC will be paying for the trip (Agency Code 90,
Accounting Station Code 0010, Accounting Code
99999999), the accounting section should be com-
pleted as follows:

99999999/900010

 If multiple agencies other than the employing agency
are responsible for the cost of the trip, show each agency
on a separate line following the procedures stated in the
above paragraph. If the employing agency is paying for
part of the trip along with another agency or agencies,
key in the employing agency’s accounting on one line
(without the slash, agency code, and accounting station)
and follow the procedure as explained above for all
agencies other than the employing agency.

Note: In the case of Forest Service who charges dif-
ferent regions and units within its own agency, the
exact same procedure as outlined above (i.e., show-
ing the slash, agency code, and accounting station
code) must be followed.

Claim Percentage(required, numeric field; max. of
3 positions).Key in the percentage of estimated
expendituredor each line of accounting. Percentages
must be keyed in ashole numbers

Example: 80% would be keyed in &9
20% would be keyed in &0

Note: Do not key in dollar amounts or percentage
signs. The sum of the individual percentages must
equal 100 percent.
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Press [Enter] to move to Screen TV01005, Note: Claim the travelers check fee amount as a miscel-

AD-202/Section E — Travel AdvancEidure 11). laneous expense on the travel voucher.
e Complete the fields as follows: 31. Date Applied For (numeric field; 6 positions

. max.).Key in the date the application is signed using
Section E — Travel Advance the mm/dd/yy format.

Section E is used to request an advance of funds for use
on official travel. Example: Key in 060297to record June 2, 1997.

Note: If your agency electronically enters travel trans- . . .
actions and uses theprest fund (IMPF) to obtain 32. Advance Mailing Address Options If NFC is

advances, contact your travel coordinator for agency-isSUing the advan(_:e payment directly to_thg traveler,
specific procedures for preparing an advance request. selecton_eof the_(_)ptlons identified below to |nd|cat§ the
appropriate mailing address for the advaheave this

26. Request Method(alphanumeric field; 1 position).  block blank if travelers checks or cash from an imprest
If an advance is being requested, key in the type offund cashier are to be received in lieu of an advance
advance request. Valid codes are shown below. If nopayment from NFC.

advance is being requested, leave this fidéhk and

move to Section F. Note: Employees of the Department of State and

C Check or DD/EFT Department of Education, new employees who have not
T Travelers checks received their first salary payment, special appointees,
| Imprest Fund and non-Government employeesust use either the

E (not applicable for electronic users) Special Address or Travel EFT Account option.

W (not appllgable for electronic users) Foreign Ind (alphanumeric field; 1 positionKey in

S Embassy issued advance Y to send the travel advance to a special address in a
L Embassy Collected advance foreign country. Then key in the foreign street
M (for NFC use only) address in the first Address field. Key in the foreign

city name in the second Address field. Keyhia for-
eign country name and ZIP code (if any) in the City
field. Leave the State and ZIP Code fielhdank.

27. Amount Applied For (numeric field; max. of
7 positions).Key in the amount of money requested on
this advance. If the Advance Request Methaod, ithe

amountmust include the travelers check fee amount. .
Note: Caution should be used to ensure that the

Example: $100.00 of travelers checks+$.10 fee = address is complete and accurate for proper delivery
10010 of the check.

TV01005 AD-202/SECTION E — TRAVEL ADVANCE 13:49:39 07/25/97

26. REQUEST METHOD: (C,T,LEW,S,L,M)

27. AMOUNT APPLIED FOR:

31. DATE APPLIED FOR:

32. ADVANCE MAILING ADDRESS OPTIONS> FOREIGN IND: (Y/N) TRAVEL EFT: (Y/N)
SALARY CHECK: (Y/N) T&A CONTACT POINT:  (Y/N) SPECIAL:  (Y/IN)

ADDRESS:
ADDRESS:
CITY: ST: ZIP CODE:
33. IMPREST FUND CASHIER SSN: 34. ADVANCE DATE RECEIVED:

AD-202/SECTION F — AGENCY APPROVAL
APPROVING OFFICER >>

35. NAME >> LAST: FIRST: MI:
TITLE: AGENCY CODE:
36. SSN: 37. DATE APPROVED:
38. PHONE >> AREA CODE & NO.: (
40. CONTACT PERSON>>NAME>> LAST: FIRST: MI:
41. PHONE>> AREA CODE & NO.: (
OVERTYPE FIELDS TO BE MODIFIED —— PRESS "Enter” KEY
CLEAR= EXIT PF1= MENU PF8= HOLD AND EXIT
ENTER= PROCESS PF7= PREV PF9= HOLD

Figure 11. Screen TV01005, AD-202/Section E — Travel Advance
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Travel EFT (alphanumeric field; 1 positionKey in

Y to send the travel advance payment via EFT to an
account other thathe salary account. Then key in the
code used to identify the EFT account in the first
Address field. This code consists of a 9-position rout-
ing number for the financial institution; a 1-position
alpha character for the account tygefér checking
andsS for savings); and the traveler’s account number
(not to exceed 25 positions). Leave the second
Address fieldblank. Do not show spaces or special
characters in the 9-position EFT account code. This
option can be used tall travelers.

Example: 123456789C12345...

Note: The Travel EFT Account code will not be

City (alphanumeric field; 20 positions maxey
in the name of the city to which the advance will be
mailed.

State(alphanumeric field; 2 positionsKey in the
abbreviation for the state to which the travel
advance will be mailed.

ZIP Code (numeric field; 9 positions max.Key

in the ZIP code of the location to which the travel
advance will be mailed. Dot enter punctuation
or spaces.

Example: Key in the ZIP code 70160-0001 as
701600001

33. Imprest Fund Cashier. This field is completed

stored in the Travel System for future use. Each time ONly when a cash advance or travelers checks are

a traveler wishes to use the Travel EFT Accoun
address option, ¥ must be keyed in the Travel EFT
Account field and the full EFT account code must be
shown in the first address line.

Salary Check (alphanumeric field; 1 positionKey

in Y to send the advance payment to the address or

electronic funds transfer (EFT) routing number
where the employee normally receives his or her
salary payment. This optionasly available to those
employees who are payrolled by NFC and have re-
ceivedone or more salary payments from NFC.

T & A Contact Point (alphanumeric field; 1 posi-
tion). Key inY to send the advance payment to the
traveler’'s T&A contact point address. This option is
only available to those employees who are payrolled
by NFC and have receivaghe or more salary pay-
ments from NFC.

Special (Required for new hires, special appoin-
tees,and nongovernment travelers)(alphanumeric
field; 1 position).Key inY to send the advance check

to an address other than the traveler’s salary address,

travel EFT account, or T&A contact point location.
Key in the special address in the address lines pro-
vided in this section as described below.ridb show

the traveler’s name in the address lines; the name will

be generated by the system. This option can be used

by all travelers.

Note: Caution should be used to ensure that the

address is complete and accurate for proper delivery

of the check.

Address (alphanumeric field; 35 positions max.)
Key in the street address and/or box number to be
used for mailing the advance payment.

t obtained from an imprest fund cashier.

SSN(numeric field; 9 positionsKey in the imprest
fund cashier’s social security number.

The following additional guidelines are provided to
imprest fund cashiers concerning cash advances and
travelers checks:

— The cashier should verify thiats entered in Field

26 on the AD-202 if the advance request is for cash
funds and that is entered if the advance request is
for travelers checks.

— The cashier should also verify thiteld 32,

Advance Mailing Address Options, is letank to
ensure that the advance payment is mailed directly
to the cashier if the advance was for cash and to the
travelers’ check vendor, if the advance was in the
form of travelers checks.

— If travelers checks are issued, the cashier should

prepare the travelers checks purchase agreement
in accordance with corporate issuing instructions
provided bythe vendor. When the travelers checks
are distributed to the traveler, the cashier should
provide the purchaser’s copy of the purchase
agreement to the traveler.

The cashier will disburse the cash funds or travel-
ers checks to the traveler and have the traveler sign
and date the AD—202 as documentation of receipt
of the advance.

— The cashier should immediately submit the

AD-202 to NFC for payment. If travelers checks
were issued, the signed and dated Agent’s Copy of
the travelers checks purchase agreement should be
retained as supporting documentation for the
advance.

Address (alphanumeric field; 35 positions max.) 34. Advance Date Received (humeric field;
If additional space is needed for the street/box 6 positions) Key in the date the advance is received
number, use this line. from the cashier, using the mm/dd/yy format.
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Example: Key in060297to record June 2, 1997. 38. Phone (Area Code & No) (numeric field;
10 positions) Key in the area code and telephone
Section F — Agency Approval number of the approving officer.

Section F is completed to document approval of the )
Form AD-202. This approval is required for batitho- ~ 40. Contact Person Name (Last, First, Mi)(alpha-

rizations and requests for advance of funds. numeric field; max. of 30 positionsfey in the last
name, first name, and middle initial of the person to

35. Approving Officer. This field provides contact for information regarding the travel authoriza-

information on the officer designated by the agency to tion if other than the approving official.

authorize the AD-202. o
41. Phone (Area Code & No.)(numeric field;

Note: If the individual who will sign the advance 10 positions).Key in the area code and telephone
request is serving as an acting approving officer, the number of the contact person listed in Field 40.
agency must show theacting individual's name,

titte, and social security number in Section F.riob Press [Enter] to move to the next screen.
show the name, title, and social security number of
the individual for whom he/she is acting. * If a travelers check advance was issued to the traveler

(Request Method T in Field 26), Screen TV01006,
AD-202/Section E — Travel Advance, Travelers Checks
(Figure 12) is displayed. The instructions to use Screen
TV01006 are provided below.

Name (Last, First, MI) (required, alphanumeric
field; 30 positions max.Key in the name (last, first,
and middle initial) of the approving officer.

Title (alphanumeric field; 20 positions maxkey in

the title of the approving officer. Screen TV01006, AD-202/Section E-Travel Advance,

Travelers ChecksF{gure 12) is displayed when T is
keyed in Field 26, Request Method. This screen is used
to enter the book number and dollar amount of the trav-
elers checks.

Agency Code(required, alphanumeric field; 2 posi-
tions).Key in the code which identifies the approving
officer’'s employing agency.

36. SSN(required, numeric field; 9 positionsey in Complete the fields as follows:
the social security number of the approving officer
identified in Field 35. Book Number (numeric field;11 positions)Key

in the last 11 digits of eachrdvelers Checks book num-

37. Date Approved (required, numeric field; ber.
6 positions) Key in the date (mm/dd/yy format) of the

AD-202 approval. Amount (humeric field; 4 positions maxKey in
the dollar value of the book. For example, ke§rfor a
Example: Key in 060297to record June 2, 1997. $50.00 book.

TV01006 AD-202/SECTION E — TRAVEL ADVANCE 16:20:05 07/28/97
TRAVELERS CHECKS

BOOK NUMBER AMOUNT

Boo~NourwNE

ENTER DATA THEN SELECT OPTION
CLEAR= EXIT PF1=MENU PF8=HOLD AND EXIT
ENTER= PROCESS PF7=PREV  PF9= HOLD

Figure 12. Screen TV01006, AD-202/Section E — Travel Advance, Travelers Checks
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Press [Enter] to move to Screen TV01007, Press [Enter]. Screen TV01001, AD-202/Section A —
AD-202/Block 42, Remarkd={gure 13). The Remarks Identification Figure 6), is displayed with the message
screen issed to record narrative information that is per- Document is Ready To Be Released By An Approving
tinent to the authorization/advance record. Complete Official at the bottom of the screen.

the data as follows:

Remarks (alphanumeric field; max. of 20 lines of
75 positionseach) Key in any additional information as
required.

* To add another document before releasing, repeat the
process undesdding An Authorization/Advance For
Temporary Duty Travel . After adding all documents,
print the document for signature of approving official,
then release the document using the instructions under
Releasing An Authorization/Advance For TRVL _ Proc-

Some examples for using the Remarks screen dok as
lows:

* Use the Remarks field to record the name and countryw-'
of each of the individual travelers in an escorted
group for Type Travel GR.
* To perform another function, press the applicable
* Use the Remarks field to record the name(s) of a non-function key. For instructions about other functions, see
foreign location outside CONUS or a foreign city the applicable function heading (e.@rinting An
name that exceeds itinerary field parameters. Authorization/Advance ).

TVv01007 AD-202/BLOCK 42 REMARKS 13:17:22 07/27/97

ENTER DATA THEN SELECT OPTION
CLEAR= EXIT PF1= MENU PF8= HOLD AND EXIT
ENTER= PROCESS PF7= PREV PF9= HOLD

Figure 13. Screen TV01007, AD-202/Block 42, Remarks
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Adding A Relocation Travel 26. Request Method(alpha field; 1 position)(For
Authorization/Advance DOJ users only)Key in C (for check or DD/EFT).

At the Travel System (TRVL) MenwFigure 5), key in ~ Approving Officer  (For DOJ users only)

10 and press [Enter]. Screen TV01001, AD-202/Sec- 35 Name

tion A — Identification Figure 6), is displayed. Tadd a

new authorization/advance record for relocation travel, Last (alphanumeric field; 12 positions maxdey in
key in data according to the instructions unaléding the last name of the approving officer.
An_Authorization/Advance Record for Temporary
Duty Travel , making the following changes:

First (alphanumeric field; 12 positions maxKey in
the 9-position DOJ Bar Code, if applicable. Other-

10. Type Travel (alpha field: 2 positions)Key in one wise, key in the first name of the approving officer.

of the valid codes for relocation travel from the list  Title (alphanumeric field; 20 positions maxiey in
below: the 9-position DOJ Certifying Officer Number (i.e.,
the 5-digit certifying officer number reported by NFC

FT Foreign Travel followed by the first 4 letters of the certifying offi-

TS Transfer of Station cer’s last name (e.dl2345SMIT). The number is not
RT Return Travel displayed. This number will not appear on any reports
oT Outside CONUS Transfer of Station or inquiry screens.

13. Official Duty Station (alphanumeric field; max. of  After all data is keyed in on Screen TV01001, press
22 positions).Key in the city and 2-position state [Enter]. Screen TV01009, AD—202R/Section C — Itin-

abbreviation code or the city and 2-position alpha erary and Expenditures, Relocatidfig@re 14) is dis-
country code (see the Appendix to the Travel System pjayed.

procedure) where the employee is now stationed. When

establishing  (Action ~ Code E) relocation Screen TV01009 is used to key in data from Form
authorizations, key in the relocating employee’s AD-202R. Note: You will not see Screen TV01008
current duty station (i.e., the duty station from which (Figure 7), Screen TV01002 Fgure 8), Screen

the employee is being moved). If the relocating Tv01003 Eigure 9), and Screen TV0100&ifure 10)
employee is a new hire, key in the city and state of thefor relocation authorizations; these screens are used
new official duty station. only for temporary duty travel.

Note: DOJ users should also follow the additional Complete the fields as follows:

changesprovided below for Fields 26 and 35 on Screen

TV01005, AD-202/Section E — Travel Advance 4. Under 50 ML (alpha field; 1 position)Key inY if
(Figure 11). the distance of the move is under 50 miles.

TV01009 AD-202R/SECTION C — ITINERARY AND EXPENDITURES 13:22:39 07/27/97
RELOCATION

4. UNDER 50 ML: N 50 ML OR MORE: Y (Y/N) 5. TYPE APPT: OT (NA, OT, IP, SE)
6. NEW OFFICIAL STATION >> CITY: ST

7. HOUSEHUNT >> IND: N (Y/N)

8. AUTH TRAVELERS >> EMP:N EMP/SPOUSE: N SPOUSE: N (Y/N)

9. EST DATES >> FROM: THRU: EST AMOUNTS
10. PER DIEM >> IND: N (Y/N) RATE: NO DAYS:

POV>> IND: N (Y/N) RATE: MILES:

OTHER>> IND: N (Y/N) DESC:

COMM CARR >> IND: N (Y/N) MODE: METHOD:

NON CONTRACT AIR:  (0,1,2,3 OR SPACE)
EXCESS FARE >> IND: N (Y/N)
CAR RENTAL >> IND: N (Y/N)

11. TOTAL ESTIMATED EXPENDITURES FOR HOUSEHUNT >>
12. SEPARATE RELOCATION ALLOWANCE ELECTION >> IND: Y  (Y/N)
ENTER DATA THEN SELECT OPTION

CLEAR= EXIT PF1= MENU PF8= HOLD AND EXIT
ENTER= PROCESS PF7= PREV PF9= HOLD

Figure 14. Screen TV01009, AD-202R/Section C — Itinerary and Expenditures, Relocation
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50ML or More (alpha field; 1 position)Key inY if
the distance of the move is 50 miles or greater.

5. Type Appt (alpha field; 2 positions)Key in the

code that describes the type of appointment. Valid
codes are described below:

NA New Appointee

oT Other

P Intergovernmental  Personnel Act
Assignee (IPA)

SE Senior Executive Service Career
appointment upon separation for
retirement

6. New Official Station

City (alphanumeric field; 20 positions maxkey in
the city of the traveler’s new duty station.

ST (alphanumeric field; 2 positions maxiey in the
2-position state abbreviation code of the traveler’s
new duty station.

If the new duty station is a nonforeign area outside
CONUS, key in the applicable 2-position state

abbreviation code as shown in the Appendix to the
Travel System procedure. If the new duty station is a
foreign locality, key in the city name and 2-position

alpha country code from the Appendix to the Travel
System procedure.

7. Househunt Ind(alpha field; 1 position)Key inY
if a househunting trip is authorized. If a househunting
trip is not authorized, move the cursor to Field 12.

8. Auth Travelers. Key inY in one of the three fields

Additionally, only one trip per employee and one trip
per spouse is allowed, regardless of the combined
duration. If separate househunting trips are to be taken,
Field 9 must include the range of dates for both trips.

Examples:
1. The couple may take one 10-day trip together.
or

2. The employeer the spouse may take one 10-day trip
alone.

or

3. The employee and spouse may each take separate
trips, with the combined trips not exceeding 10 days
(e.g., the employee could take a trip for 3 days and the
spouse could take a trip for 7 days).

Note: Per the FTR, trips to seek permanent housing shall
not be authorized when the distance between the old and
new duty stations is less than 75 miles.

From (date field; mm/dd/yy)Key in the estimated
beginning date of travel.

Thru (date field; mm/dd/yy)Key in the estimated
ending date of travel.

10. Authorized Expenditures. Each type of
expenditure that may normally be authorized for a
househunting trip is listed in this section of the screen
and is preceeded by an indicator field which is used to
indicate (by keying inY) if the expenditure is
authorized. Entry of estimated amounts for each
authorized expenditure @ptional; users may provide

to indicate who is authorized to take the househunting estimatecamounts fosomeexpenditures while leaving

trip.

Emp (alpha field; 1 position)Key inY if the em-
ployee is authorized to take the househunting trip.

Emp/Spouse(alpha field; 1 position)Key inY if

other estimated amounts blank. However, Field 11,
Total Estimated Expenditures for Househunyst be

completed if expenditures for a househunting trip are
authorized. Even though individual expense estimates
are optional, agencies may want to consider showing
the estimated amounts when cost comparison travel is

both the employee and spouse are authorized to takeénvolved so that the traveler knows the maximum

the househunting trip.

Spouse(alpha field; 1 position)Key inY if the em-

allowable amounts.

Per Diem Ind (numeric field; 6 positions maxKey

ployee’s spouse is authorized to take the househunt- in Y if per diem is authorized.

ing trip.

9. Est Dates This field is used to provide the

estimated dates of travel for the househunting trip. The

employee and spouse may travébgether or

separately However, the maximum number of days
allowable for a househunting trip or trips cannot exceed
a total of 10 days, in accordance with the FTR.

34

Rate (numeric field; 7 positions max.Jo authorize
househunting per diem based on the lodgings plus
meals and incidental expenses M&IE) method, key in
the applicable daily lodgings plus M&IE rate, in
accordancavith the FTR. If the employee and spouse
are traveling together, add their rates together and
key in one total. To authorize househunting per diem
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based on a flat locality rate (subject to the FTR
requirements), key in the flat daily rate. Explain in
Block 42, Remarks, of the AD-202 that the flat rate
method is being authorized.

Example: Record $140.00 &s4000

No Days(numeric field; 4 positions max.f per
diem is authorized, key in the estimated number of
days (inwhole days only) (not to exceed 10) au-
thorized for the trip.

Example: Record 7 days a&

Est Amount (numeric field; 7 positions max.Jhe
product of the per diem rate multiplied by the num-
ber of days is system generated in this field.

Example: $140.00 X 7 days 98000

POV Ind (alphanumeric field; 1 positionKey in
Y if a Privately Owned Vehicle (POV) is autho-
rized for a househunting trip.

Rate (numeric field; 4 positions maxlf.a POV is
authorized, key in the mileage rate authorized in
accordance with the FTR.

Example: Key in 31 cents a310

Miles (numeric field; 4 positions maxlf.a POV
is authorizedkey in the estimated number of miles
(in whole numberg authorized for the househunt-

ing trip.
Example: Key in 400 miles ad00

Est Amount (humeric field; 7 positions max.).
The product of the POV rate multiplied by the esti-
mated number of miles is system generated.

Example: 31 cents X 400 miles £2400

Other Ind (alphanumeric field; position).Key in Y
if any other expenditure(s) (not specifically identi-
fied above) is authorized for the househunting trip.

Desdalphanumeric field; 13 positions maxey

in the description of other expenditure(s) autho-
rized. Examples of other expenditures are: official
telephone calls, local travel expenses, parking ex-
penses, etc. Since space is limited in this field, ab-
breviate abbreviate or use shorter words to record
multiple expenditure(s) (e.dg2H or Call for tele-
phone callstaxi, cab,or subfor local transporta-
tion, etc.)

Updated 8/2/01

Est Amount (optional; numeric field; 7 positions
max). Key in the estimated amount of other
expenditure(s).

Notes: (1) If the agency is authorizingxcess fare
and wishes to authorize an estimated amount for
this expenditure, include the amount in the Other
Estimated Amourtield. (2) Expense estimates for
gasoline used in a rental vehicle should be part of
Car Rental and should not be included in the Other
Estimated Amount field.

Comm Carr Ind (alphanumeric field; 1 position).
Key inY if common carrier transportation is autho-
rized for the househunting trip.

Mode (alpha field; 1 position)If common carrier
transportation is authorized, key in the mode of
transportation code. Valid codes are described be-
low.

Airplane

Bus

Air and bus

Air and train

Bus and train

Air, bus, and train

Train

Other (e.g., boats, ferries, etc.)

Cost comparison. Use Code P when a
traveler chooses to use his/her own per-
sonal vehicle rather than the authorized
mode of common carrier transportation.
The maximum reimbursement to the
traveler is limited to the amount which
would have been incurred had the trav-
eler used a common carrier. When com-
pleting the authorization for cost com-
parison travel, the agency should com-
plete the authorization to reflect what
the agency deems advantageous to the
Government. Dmot show what the trav-
eler will actually do.

TOoOHdHmMmOoOO W >

Method (alphanumeric field; 2 positionsKey in

the code from the list below which denotes the
method of payment used by the traveler to pur-
chase transportation tickets.

Note: When the mode of transportation for the
househunting trip i, the method of purchase
must beblank.
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CC Government contractor issued Notes: (1) The gasoline expense estimate should not
credit card be included in the Other Estimated Amou(R)
GV Government Transportation Additional auto insurance cannot be authorized for
System (GVTS) the rental vehicle in accordance with the FTR.
TR Government Transportation 11. Total Estimated Expenditures For Househunt
Request (GTR) (required; numeric field; 8 positions maxij estimated
CH Cash amounts foall expenditures authorized were keyed in,
VC GVTS and credit card this amount will be system generated. If e_stlmated
_ amounts werenot keyed in for all expenditures
TC GTR and credit card authorized, you must key in this amount. Leave this
HC Credit card and cash field blank if househunting expenses have not been
authorized.
VH GVTS and cash i ]
12. Separate Relocation Allowance Election Ind
TH GTR and cash (alphanumeric field; 1 position)Key in Y if the
V3 GVTS, cash, credit card, and separate reimbursement of relocation allowances is
GTR being authorized for two Federal employees of the same

immediate family employed by NFC travel-serviced
agencies.

e If Y is keyed in Field 12, Screen TV01015,
AD-202RE, Election for Separate Relocation Allow-
ance Figure 15) and Screen TV01016, AD-202RE,
Election for Separate Relocation Allowance (Cont'd)
(Figure 16) are displayed. The instructions for using
these screens are displayed below.

e If N is keyed in Field 12, Screen TV01010,
AD-202R/Section C — ltinerary and Expenditures
Relocation (Cont'd) Kigure 17) is displayed. The
instructions for Screen TV01010 follow the instructions
for Screens TV01015 and TV01016.

3  Cost comparison substantiates the use of gcreen TV01015 is used to document those dependents
non-contract airline who will be moved under the employee’s authorization.

Est Amount (optional; numeric field; 7 positions
max.).Key in the estimated cost of the common car-
rier transportation.

Non Contract Air (numeric field; 1 position)Key in

the appropriate code from the list below to indicate
that use of a non-contract airline has been approved
and justified in accordance with the FTR.

Space is unavailable on contract airline

2 Schedule of flights on a contract airline is
inconsistent with Government policy

4 Rail service available, cost effective, and . ]

consistent with the mission Complete the fields for Screen TV01015 as follows:
o N 4. Family. The following fields are used to document
Excess Fare Ind(alphanumeric field; 1 position)t ~ those dependents who will be moved under the
is the policy of the Government that less-than-first- employee’s authorization. The family members moved
class accommodations shall be used for all modes ofunder the employee’s authorizaticannot be the same
passenger transportation. Key Yhif higher cost  family members moved under the spouse’s
accommodations are authorized (e.g., first class, authorization.

business class, etc.).
) Name (alphanumeric field; max. of 25 positions).

List the names of the dependents to be relocated
under the employee’s relocation allowance, list the
names in this field. Up to 12 names may be listed.

Note: If the agency wants to authorize an estimated
amount for excess fare, include the amount in the
Common Carrier Est Amount field.

Birthdate (numeric field; 6 positions)Key in the

Car Rental Ind (alphanumeric field; 1 position).
Key in Y if rental of a vehicle is authorized for the
househunting trip.

Est Amount (optional; numeric field; 7 positions
max.).Key in the estimated cost of the rental vehicle.
Include the amount for gasoline and other car rental
expenses.
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date (mm/dd/yy) of birth of the dependents who are
relocating under the employee’s authorization.

Example: Key in060297to record June 2, 1997.

Marital St (S,M) (alphanumeric field; 1 position)
Key in the marital status, using the codes below, of
the dependents who are relocating under the
employee’s authorization.
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S Single
M Married
TV01015 AD-202RE 13:23:28 07/27/97

ELECTION FOR SEPARATE RELOCATION ALLOWANCE
EMPLOYEE >>
4. FAMILY >> NAME BIRTHDATE  MARITAL ST (S,M)

OVERTYPE FIELDS TO BE MODIFIED —— PRESS "Enter” KEY
CLEAR= EXIT PF1= MENU PF8= HOLD AND EXIT
ENTER= PROCESS PF7= PREV PF9= HOLD

Figure 15. Screen TV01015, AD-202RE, Election For Separate Allowance

TV01016 AD-202RE 13:23:50 07/27/97
ELECTION FOR SEPARATE RELOCATION ALLOWANCE (CONT.)

SPOUSE >>

5. AUTHORIZATION NO: 6. SOC SEC NO:

7. NAME:

8. FAMILY >> NAME BIRTHDATE MARITAL ST (S,M)

10. EMPLOYEE DATE: 12. SPOUSE DATE:

OVERTYPE FIELDS TO BE MODIFIED —— PRESS "Enter” KEY
CLEAR= EXIT PF1= MENU PF8= HOLD AND EXIT
ENTER= PROCESS PF7= PREV PF9= HOLD

Figure 16. Screen TV01016, AD-202RE, Election for Separate Relocation Allowance (Cont'd)
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TV01010 AD-202R/SECTION C - ITINERARY AND EXPENDITURES 13:24:04 07/27/97
RELOCATION (CONTINUED)

13. TRANSFER OF STATION >> IND: Y (Y/N) 15. UNACC SPOUSE >> IND: N (Y/N)
14. FAMILY >> NAME BIRTHDATE MARITAL ST (S,M)
SPOUSE: i i

16. ESTIMATED DATES OF TRAVEL >> FROM: THRU:
EST AMOUNTS
17. PER DIEM >> IND: Y (Y/N) RATE: NO DAYS:

ENTER DATA THEN SELECT OPTION
CLEAR= EXIT PF1= MENU
ENTER= PROCESS PF7= PREV

PF8= HOLD AND EXIT
PF9= HOLD

Figure 17. Screen TV01010, AD-202R/Section C — Itinerary and Expenditures Relocation (Cont'd)

Press [Enter] to move to Screen TV01016, AD-202RE,
Election for Separate Relocation Allowance (Cont'd)
(Figure 16).

Marital St (S,M) (alphanumeric field; 1 position).
Enter the marital status, using the codes below, of
dependents who are relocating under the spouse’s
authorization.

Screen TV01016 is used to document those dependents

who will be moved under the spouse’s authorization.

Note: Block 9 on the AD—202RE is for the signature of

the employee. Therefore, there is no Field 9 on the 10. Employee

AD-202RE screen.
Complete the fields for Screen TV01016 as follows:

5. Authorization No. (required, alphanumeric field;
13 positions)Key in the spouse’s travel authorization
number.

6. Soc Sec Ndrequired, numeric field; 9 digitsKey
in the social security number of the relocating spouse.

7. Name (required, alphanumeric field; max. of
30 positions)Key in the spouse’s last name, first name,
and middle initial.

8. Family. The following fields are used to document
those dependents who will be moved under the spouse
authorization. The family members moved under the

S
M

Single
Married

Date (required, numeric field;
6 positions) Key in the date (mm/dd/yy) the employee
signs the AD—202RE.

Note: Block 11 on the AD-202RE is for the signature of
the spouse. Therefore, there is no Field 11 on the
AD-202RE screen.

12. Spouse Datérequired, numeric field; 6 positions)
Key in the date (mm/dd/yy) the spouse signs the
AD-202RE.

Press [Enter] to move to Screen TV01010,
AD-202R/Section C - ltinerary and Expenditures,
Relocation (Cont'd) Kigure 17). Screen TV01010 is
used to continue the entry of the relocation expendi-
tures.

’SCompIete the fields for Screen TV01010 as follows:

spouse’s authorization cannot be the same family 13 Transfer Of Station Ind (alphanumeric field;

members moved under the employee’s authorization.

Name (alphanumeric field; max. of 25 positions).

List the names of the dependents to be relocated
under the spouse’s relocation authorization. Up to 12

names may be listed.

Birthdate (numeric field; 6 positions)Key in the
date (mm/dd/yy) of birth of the dependents who are
relocating under the spouse’s authorization.

Example: Enter060297to record June 2, 1997.
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1 position) Key inY to authorize the transfer of station.

14. Family. This section is used to record pertinent
information about members of the employee’s

immediate family who will be relocated.

Name (alphanumeric field; 25 positions maxJo
authorize relocation expenditures for the employee’s
spouse, key in his or her name after the wi&pduse

in the first Name fieldTo authorize relocation expen-
ditures for other members of the employee’s family,
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key in their names in the Name fields belSpouse knows the maximum allowable amounts. Agencies can
Up to 13 family members, including the spouse, may also enter some estimated amounts while leaving other
be keyed in. estimated amount fields blank.

Birthdate (numeric field; 6 positions)Key in the 17. Per Diem Ind (al PN i
_ ; . phanumeric field; 1 position)
date (mm/dd/yy) of birth of each family member who Key inY to authorize per diem for Types Travel TS, FT,

will be moved (excluding the spouse). and RT. Leave this fieldlank for Type Travel OT.

Example: Key in 060297to record June 2, 1997. o N )
Rate (humeric field; 7positions max.)f per diem for

Marital St (alphanumeric field; 1 positionKey in Types Travel TS, FT, and RT has been authorized,
one of the codes below to identify the marital status of key in the applicable daily rate for the lodging, meals,
each family member. and incidental expenses for the relocation. Remem-
ber to combine all rates for the employee, spouse, and
S Single family, if traveling together.
M Married

Example: Record $140.00 a4000
15. Unacc Spouse Ind (alphanumeric field; 1

position). Key in Y if the employee’s spouse is No. Days (numeric field; 4 positions max.Key in
authorized to travel to the new duty station without the  the estimated number of days, in whole days, autho-
employee. rized for the travel. If travel will be by POV, enter the
number of days based on a minimum driving distance
16. Estimated Dates Of TravelKey in the estimated of 300 miles per day.
dates of enroute (one-way) travel for the employee and
family to the new official duty station. Example: Record 7 days a&
From (numeric field; 6 positions)Key in the esti- Est Amount (optional, numeric field; 7 positions
mated beginning date of travel to the new duty sta- Max.) Key in the total of the per diem rate multiplied
tion, using the mm/dd/yy format. by the number of days.
Thru (numeric field; 6 positions)Key in the esti- Example: Record $980.00 #8000
mateddate of arrival at the new duty station, using the
mm/dd/yy format. Press [Enter] to move to the next screen.

Example: Key in 060297to record June 2, 1997. * For Type Travel OT (Outside CONUS transfer of Sta-

Note: Agencies must ensure that the estimated dates ofion) only, Screen TV01014, AD-202R/Section C ~— ltin-

travel include the travel dates for all members of the €'ary and Expenditures, Relocation (Continued)
family. (Figure 18) is displayed. The instructions for using this

screen are displayed below.

Travel And Transportation Of Family e For all other types of relocation travel, Screen

d TV01013, AD-202R/Section C — Itinerary and Expendi-
tures, Relocation (Continuedjigure 19) is displayed.
Instructions for Screen TV01013 follow Screen
TV01014 instructions.

This section is for the entry of the estimate
expenditures authorized for the employee and all other
family members. Each type of expenditure that may
normally be authorized is listed in this portion of the
AD-202R and is preceded by an indicator field where screentv01014 €igure 18) is used to record the itiner-
you will key inY to authorize the expenditure. ary and subsistence information for Type OT transfers
Notes: (1) Entry of estimated amounts for each autho- only.

rized expenditure isptional; users may provide esti-  complete the fields for Screen TV01014 as follows:
mated amounts fosome expenditures while leaving
other estimated amountdank. However, Field 29,

. : ~ltinerary
Total Estimated Expenditures for Transfer of Station
(Figure 21), must be completed if expenditures for the From
transfer of station are authorizé#d) Even though indi-
vidual expense estimates asptional, agencies may City (alphanumeric field; max. of 20 positions).
want to consider showing the estimated amounts when Key in the city of departure for outside CONUS
cost comparison travelis involved so that the traveler relocation travel.
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TV01014 AD-202R/SECTION C - ITINERARY AND EXPENDITURES 16:11:37 07/28/97
RELOCATION (CONTINUED)
ITINERARY >> FROM TO
CITY ST | CITY OR COUNTY ST

NUMBER ESTIMATED
SUB CODE LODGING M AND IE RATE DAYS AMOUNTS

TOTAL SUBSISTENCE:

OVERTYPE FIELDS TO BE MODIFIED —— PRESS "Enter” KEY
CLEAR= EXIT PF1= MENU PF8= HOLD AND EXIT
ENTER= PROCESS PF7= PREV PF9= HOLD

Figure 18. Screen TV01014, AD-202R/Section C — Itinerary and Expenditures, Relocation (Cont'd)

St (alphanumeric field; 2 positionsKey in the be spelleaxactly as listed in Appendix Ancluding
2-position state abbreviation code for the state of  punctuation. Abbreviations may not be used.

departure for outside CONUS relocation travel. A
list of state abbreviation codes for nonforeign
areas is provided at the beginning of the Appendix

Note: Agencies should show the actual locality name
in Block 42, Remarks, of Form AD-202.

to the Travel System procedure. Examples: (1) Mandeville, Louisiana, is not a key
city but is located in St. Tammany Parish (county),
To which is listed in Appendix A of the FTR. Therefore,
City or County (alphanumeric field; max. of agencies must sho@t. Tammanyinstead of the city
20 positions).Key in the name of the destination name of Mandeville.

location as follows: Notice that the period was entered betBtthecause

— Travel Within CONUS. The traveler is entitled to it is shown that way in Appendix A of the FTR.

the standard CONUS rate when traveling within  (2) Davis-Monthan Air Force Base, Arizona, is not a
CONUS. However, the City field must be com-  key city but is listed in Appendix A of the FTR as
pleted as described below: Pima County; Davis-Monthan AFB. Therefore,
agencies must shoWwavis-Monthan AFB as the

If a locality is akey city as identified in Appendix A location name

of Section 301 in the FTR, key in the city name. The

city name must be shovexactly as listed in Appen- (3) Jackpot, Nevada, is not a key city but is located in
dix A of the FTR,including punctuation. Abbrevi- Elko County which is listed in Appendix A of the
ations cannot be used. FTR as All points in Elko County excluding Wend-

over. Therefore, agencies must sHélko instead of
Examples: (1)The city of St. Louis (Missouri) must the city name of Jackpot.

be shown ast. Louis L . . -
If a locality isnot a key city and isot located within

Notice that the period was entered beltittbecause a county specifically listed in Appendix A of the
it is shown that way in Appendix A of the FTR. FTR, key in the city name.

(2) Loveland, Colorado, is a key city and is listed in — Travel To Nonforeign Areas Outside of CONUS
the County And/Or Other Defined Location column  |f the |ocality is specifically identified in the Depart-
of Appendix A of the FTR as C|ty Limits of Loveland ment of State’s (DOS) month'y pub"cation’ Maxi-
(see Larimer County). Therefore, agencies must mum Per Diem Allowances for Foreign Areas, Sec-
showLoveland as the location name. tion 925 (A Supplement to the Standardized Regula-
If a locality isnot a key city but is located within an tions) key in the city name. Th,e city name must be
area identified in the County And/Or Other Defined ?hOW” exact_ly as listed in DOS’ publicatiamclud-
Location column of Appendix A of the FTR, key in Ing punctuation.

the appropriate location name shown in the column. Example: The city of Ft. Wainwright (Alaska) must
Do notkey in the city name. The location name must  be shown a&t. Wainwright
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Notice that the period was entered betihthecause
it is shown that way in DOS’ publication.

If the locality isnot specifically identified in DOS’
publication, the traveler will be entitled to the per
diem rate shown aSther. Therefore, agencies must
showOther as the city name in the City field in lieu of
the actual city name. After recordir@ther in the
City field, show the actual city name in Field 42, Re-
marks, on the AD-202.

Example: The city of Palmer (Alaska) is not specifi-
cally identified in DOS’ publication. Record the
word Other in the City field and showiPalmer in
Field 42 on the AD-202.

St (alphanumeric field; 2 positions)Key in the
2-position alpha state abbreviation code. For

expressed inwhole days, authorized for each
enroute locality. The total number of days keyed in
this field cannot exceed the total number of days
authorized in Field 16.

Example: Enter 2 days a2

Estimated Amount (optional, numeric field; max.
of 7 positions)Key in the estimated trip expense
by locality. The estimated amount is calculated by
multiplying the daily rate by the number of days
for each location recorded.

Example: $132.00 x 2 days 26400

Total Subsistenceg(optional, numeric field; max.
of 7 positions)Key in the cumulative total of all
estimated subsistence amounts.

nonforeign areas outside CONUS, see the list of state

abbreviation codes provided at the beginning of the
Appendix to the Travel System procedure.

— Outside Continental U.S. Subsistence (Type
Travel OT Only). If per diem is authorized for
outside CONUS enroute travel the following
fields must be completed for each enroute locality.

Sub Code(alphanumeric field; 1 positionKey in
the subsistence code, from the list below, which
will apply to each location.

P per diem
S special rate

Lodging (numeric field; max. of 7 positiongjor
CodeP, key in the amount of lodging authorized
for each location. For Cod§, leave this field
blank; the special rate will be shown in the Rate
field.

Example: Enter $90.00 a8000

M and IE (numeric field; max. of 7 positiongjor
CodeP, key in the meals and incidental expenses
(M&IE) rate authorized for the locality. For Code
S, leave this fieldblank; the special rate will be
shown in the Rate block.

Example: Enter $42.00 a4200

Rate (numeric field; max. of 7 positiongjor Code
P, key in the total of lodging and M&IE to establish
the daily rate. For Cod§, key in the daily rate
here.

Example: Enter $132.00 a$3200

Number Days (numeric field; max. of 3 positions)
Key in the estimated number of subsistence days,

Updated 8/2/01

Press [Enter] to move to Screen TV01013,
AD-202R/Section C - ltinerary and Expenditures,
Relocation Eigure 19).

Screen TV01013 is used to continue the entry of the
relocation expenditures.

POV Ind (alphanumeric field; 1 positionKey inY
if a POV is authorized.

No. Of (humeric field; 1 position)Key in the number

of POV'’s authorized. More than one POV may be
authorized in conjunction with the relocation if
deemed advantageous to the Government. Up to four
POV’s may be authorized.

Rate (numeric field; 4 positions max.Key in the
applicable mileage rate(s) authorized for each reloca-
tion based on the number of people traveling in the
vehicle.

Examples: Key in 1% as150
Key in 1% as 170

Total Miles (numeric field; 4 positions maxKey in
the estimated number of miles,whole miles that
will be driven foreach vehicle.

Example: If 2 vehicles are authorized and the total
number ofmiles for the trip is 550, key in 550 on each
line providing that both POV’s will be driven from
the same departure point.

Est Amount (optional, numeric field; 7 positions
max.) For each POV rate shown, multiply the rate by
the total number of miles. Add all products together
and key in the total here.

Example: 15¢ x 550 miles = $82.50
17¢ x 550 miles = $93.50
$82.50 + $93.50 =176.00
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RELOCATION (CONTINUED)
EST AMOUNTS

OTHER>> IND: N (Y/N) DESC:
UNACCOMP BAGGAGE >> IND: N (Y/N)

NON CONTRACT AIR: (0,1,2,3 OR SPACE)
EXCESS FARE >> IND: N (Y/N)

EXCESS BAGGAGE >> IND: N (Y/N)

WEIGHT OF GOODS:

RATE: ADDL ALLOW:

ENTER DATA THEN SELECT OPTION
ENTER= PROCESS PF7= PREV PF9= HOLD

TV01013 AD-202R/SECTION C — ITINERARY AND EXPENDITURES 13:25:12 07/27/97

POV >> IND: N (Y/N) NOOF RATE TOTAL MILES

COMM CARR >> IND: N (Y/N) MODE: METHOD:

18. SHIPMENT OF HOUSEHOLD GOODS >> IND: N (Y/N)
PAYMENT METHOD >> ACTUAL: N COMMUTED: N (Y/N)

CLEAR= EXIT PF1= MENU PF8= HOLD AND EXIT

Figure 19. Screen TV01013, AD-202R/Section C — Itinerary and Expenditures, Relocation (Cont'd)

Other Ind (alphanumeric field; 1 positionKey inY

if an expenditure not specifically identified in Sec-
tion C is authorized. Examples ather expenses are
official telephone calls, parking expenses, etc.

Desc(alphanumeric field; 1®ositions max.)Key in

the description of thether expense(s) in the space
provided. Since space is limited, abbreviate or use
shorter words to record multiple expenses (plyar

call for telephone calls, etc.).

Note: If the agency is authorizingxcess baggage
and wishes to authorize an estimated amount, include
the amount in the Other Estimated Amount field.

Est Amount (optional, numeric field; 7 positions
max.).Key in the total amount authorized fother
relocation expenditures.

Unaccomp Baggage Ind (alphanumeric field,;
1 position).Key in Y if unaccompanied baggage is
authorized for the transfer of station.

Est Amount (optional, numeric field; 7 posi-
tions max.).Key in the estimated cost of the
unaccompanied baggage.

Comm Carr Ind (alphanumeric field; 1 position)
Key inY if common carrier transportation is autho-
rized. If common carrier tickets are authorized, the
transportation mode and method of purchase must be
shown in the fields provided.

Mode (alphanumeric field; 1 positionKey in
one of the following codes to indicate the mode
of transportation authorized:

A Airplane
B Bus

42

Air and bus

Air and train

Bus and train

Air, bus, and train

Train

Other (e.g., boats, ferries, etc.)

Cost comparison. Use Code P when a
traveler chooses to use his/her own
personal vehicle rather than the
authorized mode of common carrier
transportation. The maximum
reimbursement to the traveler is limited
to the amount which would have been
incurred had the traveler used a common
carrier.  When  completing the
authorization for cost comparison travel,
the agency should complete the
authorization to reflect what the agency
deems advantageous to the Government.
Do not show what the traveler will
actually do.

Method (alphanumeric field; 2 positionsiKey

in the code from the list below to identify the
method of payment that will be used by the trav-
eler to purchase transportation tickets for the re-
location.

TO-TmoOO

Note: When the mode of transportatiorFisthe
method of purchase must be Ibfank.

CcC Government contractor issued credit

card

GV Government Transportation System
(GVTS)

TR Government Transportation Request
(GTR)

CH Cash

VC GVTS and credit card

Updated 8/2/01



Systems Access Manual Title VI
Travel And Transportation Chapter 6
Travel Online Data Entry Section 1

TC GTR and credit card

HC Credit card and cash

VH GVTS and cash

TH GTR and cash

V3 GVTS, cash, credit card, and GTR

Est Amount (optional, numeric field; 7 positions
max.).Key in the estimated amount for the common
carrier tickets.

Non Contract Air (numeric field; 1 position)Key in

the appropriate code from the list below to indicate
that the use of a non-contract airline has been ap-
proved and justified per the FTR.

Space not available on contract airline

Schedule of flights on contract airline is
inconsistent with Government policy

3 Cost comparison substantiates use of
non-contract airline

4 Rail service available, cost effective,
and consistent with the mission

Excess Fare Ind(alphanumeric field; 1 positionit

is the policy of the Government that less-than-first-
class accommodations shall be used for all modes of
passenger transportation. Key Yhif higher cost
accommodations are authorized (e.g., first class,
business class, etc.).

Note: If the agency wants to authorize an estimated
amount for excess fare, include the amount in the
Common Carrier Tickets field.

Excess Baggage Indalphanumeric field; 1 posi-
tion). Key inY if excess baggage (e.g., transporting
special equipment) is authorized.

Note: If the agency wants to authorize an estimated
amount for excess baggag®lude the amount in the
Other Estimated Amount field.

18. Shipment Of Household Goods Ind
(alphanumeric field; 1 position)Key in Y if the
shipment of household goods is authorized., and
complete the fields listed below.

Weight of Goods(numeric field; 5 positions maxlj

the shipment of household goods is authorized, key in
the estimated weight (not to exceed 18,000 pounds
net weight) of the household goods to be shipped.

Updated 8/2/01

Example: 16,000 pounds should be entered 300

Payment Method If the shipment of household
goods is authorized, key Wto indicate the payment
method.

Actual (alphanumeric field; 1 positionKey inY if

the payment of actual expenses is authorized. The
household goods will be shipped on a Government
Bill of Lading (GBL) using a carrier selected and paid
directly by the Government. If a determination has
been made that the Actual Expense method will be
authorized and the employee chooses to move his/her
own household goods by a rental vehicle (i.e., U-
Haul, Budget), the employee will only be reimbursed
for actual expenses not to exceed the estimated GBL
cost. A weight certificate must also be obtained if the
employee moves his/her own household goods.

If the Actual Expense method is selected, you may
proceed to the Estimated Amount column and enter
the amount authorized for the shipment of the goods.

Note: Although the Estimated Amount @ptional,

the agency may want to consider providing the
amount so that the traveler will know the specific
amount being authorized for the shipment.

Commuted (alphanumeric field; 1 positionKey in

Y if the traveler is making his or her own travel
arrangements for the shipment of household goods.
Then complete the Rate field as described below.

Rate (numeric field; max. of 6 positiongjey in the
applicable commuted rate.

A bill of lading from a carrier or a weight certifi-
cate must be attached to the travel voucher to sup-
port the claim.

Example: Key in $49.85 (rate for shipping 100
pounds a distance of 810 miles)48:85

Addl Allow (numeric field; max. of 7 positions)
Key in the amount of any additional allowances
(e.g., extra labor, the shipment of a piano, etc.)
authorized.

Est Amount (numeric field; max. of 7 positions).

Key in the total amount if the actual expense
method is authorized. If the commuted rate is
authorized, the total amount is system generated
based on the entries in the Commuted Rate fields.
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RELOCATION (CONTINUED)
EST AMOUNTS

19. STORAGE OF HOUSEHOLD GOODS >> IND:  (Y/N)

TEMPORARY STORAGE: (Y/N)

NO DAYS: WEIGHT OF GOODS:
COMMUTED RATE >> 1ST DAY RATE:
WAREHOUSE:

20. TRANS OF MOBILE HOME >>

21. TRANS OF PRIVATE VEHICLE >>

22. TEMPORARY QUARTERS >>
RATE >> 1ST 30 DAYS:

23. MISC ALLOWANCE >> IND:  (Y/N)

24. REAL ESTATE EXPENSES >> IND:  (Y/N)
SALE RES>> IND: (Y/N) AMOUNT:
PURCHASE RES >> IND: (Y/N) AMOUNT:
LEASE TERM >> IND: (Y/N) AMOUNT:

25. HOME PURCHASE INFORMATION >>

IND:

IND:
IND:

OVER 30 DAYS:

(Y/N)
(Y/IN)

STREET:

CITY: ST: ZIP CODE:
ENTER DATA THEN SELECT OPTION
CLEAR= EXIT PF1= MENU PF8= HOLD AND
ENTER= PROCESS PF7= PREV PF9= HOLD

TV01011 AD-202R/SECTION C — ITINERARY AND EXPENDITURES 13:25:24 07/27/97

OTHER DAYS RATE:

(Y/N) NO DAYS:

EXIT

Figure 20. Screen TV01011, AD-202R/Section C — Itinerary and Expenditures, Relocation (Cont'd)

Press [Enter] to move to Screen TV01011, AD-202R/
Section C — lItinerary and Expenditures, Relocation
(Continued) Kigure 20).

Complete the fields as follows:

19. Storage Of Household Goods Indalphanumeric
field; 1 position) Key inY if expenses for the storage of
household goods is authorized and complete the fields
listed below.

Temporary Storage (alphanumeric field; 1 posi-
tion). Key in Y to authorize temporary storage of
household goods. To indicate that non temporary
storage is authorized, key h

No. Days(numeric field; 4 positions maxKey in the
number of days imvhole days that storage is autho-
rized.

For temporary storage, the initial period should not
exceed 90 days. However, upon an employee’s written
request, the initial period may be extended for up to an
additional 90 days under certain conditions, if approved
by the agency head or his/her designee.

For non-temporary storage, the initial period should not

Example: 16,000 pounds should be entered 6800

Commuted Rate.If the storage of household goods is
under the commuted rate system, complete this field.

1st Day Rate(numeric field; max. of 6 positiongey
in the total of all storage and transit rates applicable for
the first day of storage.

Example: $1.22 should be keyed in 482

Other Days Rate(numeric field; max. of 6 positions)
Key in the total of the storage and transit rates for the
remaining number of days (excluding the first day) in
the storage period.

Example: $.15 should be keyed in 450

Warehouse(numeric field; max. of 6 positiongey in
the total of all Warehouse Pickup/Delivery Rates for the
entire storage period.

Example: $3.83 should be keyed in 383

Est Amount (optional; numeric field; max. of 7 posi-
tions). Key in the total amount if the actual expense
method is authorized. If the commuted rate is autho-
rized, the total amount is system generated based on
the entries in the Commuted Rate fields.

exceed 365 days. The authorization may be amended t®0. Trans Of Mobile Home Ind (alphanumeric field;

allow for up to a total of 1095 days of non-temporary
storage.

Example: 90 days should be keyed in 33

Weight Of Goods (numeric field; 5 positions max.)
Key in the estimated weight of the household goods that
will be in storage. Again, the maximum weight is
18,000 pounds. If the storage of household goods will

be paid using the actual expense method, proceed to the

Estimated Amount column. If the storage expenses will
be paid for using the commuted rate method, complete
the Commuted Rate field.
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1 position) Key inY if transportation of a mobile home in
lieu of the shipment and storage of household goods is
authorized. The transportation of a mobile homes is not
allowable for Type Travel OT, unless the new duty station
is Alaska.

Est Amount (optional; numeric field; 7 positions
Key in the estimated amount authorized for the trans-
portation of a mobile home.

21. Trans Of Private Vehicle Ind (alphanumeric field;
1 position) Key in Y if transportation and storage of a
POV is authorized.
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Est Amount (optional, numeric field; 7 positiondfey
in the estimated amount authorized for transportation
and storage of a POV.

22. Temporary Quarters Ind (alphanumeric field;

1 position).Key inY if temporary quarters expenditures

for the relocating employee and his or her immediate
family is authorized. Then complete the fields listed
below.

Note: TQSE can be authorized based on an actual
expense method for a maximum of 120 days or on a
fixed daily rate method for a maximum of 30 days. If the

agency offers the employee the fixed daily rate method,

the employee has the option to choose between the fixed
rate method and the actual expense method. If the

employee chooses the fixed daily rate method and it
does not adequately cover the TQSE, the employee will
not receive additional TQSE reimbursement.

No Days (humeric field; max. of 3 positionsJo

23. Misc Allowance

Title VI
Chapter 6
Section 1

Again, this daily rate is obtained by adding together
the daily rates allowed for the employee and all other
members of the immediate family.

Example: $160.00 should be keyed in H8000

Note: This field is left blank when authorizing TQSE
based on the fixed daily rate for a maximum of 30
days.

Est Amount (optional, numeric field; 7 positions
max). The total estimated amount authorized for the
occupancy of temporary quarters is system gener-
ated.

Note: To compute the estimated amount of tempo-
rary quarters expenses, use the following formula:
(daily rate for the first 30 days X number of applica-
ble days) + (daily rate for over 30 days X number of
applicable days) = estimated amount.

Ind (alphanumeric field;

authorize TQSE based on the actual expense methody position) Key in Y if miscellaneous allowance

key in the total number of days, in whole days, autho- (e . $350.00 or $700.00) is authorized. The

rized for temporary quarters. Temporary quarters are miscellaneous allowance is for the purpose of defraying
initially allowed for a maximum of 60 consecutive yarigus costs associated with discontinuing residence at
days. In special circumstances, the temporary quar-one |ocation and establishing residence at a new
ters may be extended for up to an additional 60 days.|gcation, such as charges for disconnecting and

To authorize TQSE based on a fixed daily rate
method for a maximum of 30 days, key in the total
number of days, in whole days, authorized for tempo-
rary quarters.

Example: 30 days should be keyed in23

Rate 1st 30 Daygnumeric field; 6 positions max.)

establishing service with utility companies.

Est Amount (optional, numeric field; 7 positions
max.) Key in the total estimated amount authorized
for miscellaneous expenses.

24. Real Estate Expenses Indalphanumeric field;
1 position) Key in Y if reimbursement of real estate

To authorize TQSE based on the traditional actual ©xPenses to be paid by the relocating employee is
expense method, key in the daily rate authorized dur-authorized. Complete the following fields where
ing the first 30-day period. This daily rate is obtained aPPropriate.

by adding together the daily rates allowed for the
employee and all other members of the immediate
family. The maximum daily amounts allowed for
temporary quarters differ for the employee, spouse,
and other family members.

To authorize TQSE based on a fixed daily rate
method, key in the fixed daily rate. Explain in Block
42, Remarks, of Form AD-202 that the fixed daily
rate is being authorized.

Example: $200.00 should be keyed in 28000

Rate Over 30 Days(humeric field; 6 positions max.)

To authorize TQSE based on the traditional actual
expense method, key in the daily rate authorized for
the remaining days of temporary quarters occupancy.
This period of time usually covers a second 30-day
period unless the agency has granted an extension to
the employee based on compelling circumstances.

Updated 8/2/01

Sale Res Ind(alphanumeric field; 1 positionKey in
Y if reimbursement of sale of residence expenses at
the old duty station is authorized.

Amount (numeric field; 7 positions maxRey in the
estimated amount of real estate expenses authorized
for the sale of the residence at the old official duty sta-
tion.

Note: When sale of residence expenses are autho-
rized for payment to the traveler, the Home Purchase
Service cannot be authorized (Fields 25 and 26).

Purchase Res Ind(alphanumeric field; 1 position)
Key in Y if reimbursement of expenses associated
with the employee’s purchase of a residence is autho-
rized.

Amount (numeric field;7 positions maxKey in the
estimated amount to be reimbursed to the employee
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for expenses associated with the purchase of a resi-
dence at the new duty station.

Lease Term Ind (alphanumeric field; 1 position).
Key in Y if reimbursement of expenses associated
with settling an unexpired lease at tié duty station

is authorized.

Amount (numeric field; 7 positions maxRey in the
estimated amount to be reimbursed to the employee
for expenses associated with the termination of a
lease at the old duty station.

Est Amount (optional, numeric field; 7 positions
max.) Key in the cumulative total of all estimated
amounts entered in Fields 24.

25. Home Purchase Information.Complete the fields
below if the employee opts to use the Home Purchase
Service. The information recorded in this field is
necessary for estimating the fee that will be charged by
the relocation company for the Home Purchase Service.

Under the Home Purchase Service, the relocation com-
pany will make an offer to purchase the employee’s resi-
dence at the old official station for its fair market value as
determined by independent appraisals. This service is pro-
vided by the relocation company foieg Upon receipt of

a properly prepared AD—616R and the necessary docu-
mentation, NFC will reimburse the relocation company in
lieu of the traveler.

Note: When the Home Purchase Service is authorized,
the employee cannot be authorized sale of residence
expenses in Field 24.

Street (alphanumeric field; 35 positions maxiey
in the street address of the residence at the fittlabf
station.

City (alphanumeric field; 20 positions maxkey in
the city of the residence.

St (alpha field; 2 positions)Key in the state of the
residence.

ZIP Code (numeric field; 9 positions maxKey in
the ZIP Code of the residence.

Press [Enter] to move to Screen TV01012, AD—292R/
Section C — lItinerary and Expenditures, Relocation
(Continued) FKigure 21).

Property Ownership. Complete the fields below to
establish property ownership.

Name (alphanumeric field;35 positions maxiithe
Home Purchase Service is authorized, key in the
names of all owners of the property identified above
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on the lines provided. A maximum of three names
may be shown.

Examples: Jill Doe
John Doe

PCT (numeric field; 5 positions max.Key in the
percentage of the property that is owned by each
property owner next to his or her name.

Key in 50% a$000
Key in 50% as5000

Example:

Immed Family (alphanumeric field; 1 position)
Key inY if the owner is the employee or a member of
the immediate family (subject to the special property
title requirements in accordance with FTR. KeWin
if the owner is not a member of the immediate family.

Marital Status (alphanumeric field; 1 positionKey
in the appropriate code representing the employee’s
marital status from the list below:

S Single

M Married
D Divorced
W  Widowed

Sales Price(numeric field; 8 positions maxKey in
the estimated sales price (i.e., market value) of the
residence that will be sold to the relocation company.

Example: Key in $80,000.00 a8000000

Pct Authorized (numeric field; 5 positions max.)
Key in the percentage applicable to the type of sale
based on the percentage published in the G&gply
Schedulelessthe percentage of outside family own-
ership, and/or percentage used as income producing

property.
Example: Key in 22.52% a2252

Pct Income (humeric field; 5 positions max.)f
applicable, key in the percentage of the property that
is used as income producing. Otherwise, leave the
field blank.

Title Defect (alphanumeric field; 1 positionKey in
Y for yes omN for no to indicate whether any problems
exist with the title to the property.

Urea-formaldehyde (alphanumeric field; 1 posi-
tion). Key inY for yes o for no to indicate whether
the residence contains urea-formaldehyde foam insula-
tion (UFFI).

Home Purchase Est Amount(optional, numeric
field; 8 positions max.Key in the estimated amount
authorized for the Home Purchase Service. This
amount is calculated by multiplying the estimated
sales price by the percentage authorized.
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RELOCATION (CONTINUED)
25. HOME PURCHASE INFORMATION >> CONT.
IMMED MARITAL
PROPERTY OWNERSHIP >> NAME
SALES PRICE:

PCT AUTHORIZED: PCT IN

HOME PURCHASE EST AMOUN

TYPE SERVICES >> (Y/N) PURCHASE: N FINDING:
MARKETING: N MORTGAGE: N
27. RELOCATION SERVICES CANCELLATION >> IND: N
AGENCY: N EMPLOYEE: N RELO COMP

TOTAL ESTIMATED EXPENDITURES >>
28. HOUSEHUNT:
29. TRANSFER OF STATION:
30. TOTAL EST EXP AUTHORIZED:
ENTER DATA THEN SELECT OPTION
CLEAR= EXIT PF1= MENU
ENTER= PROCESS PF7= PREV

160000
160000

PF9= HOLD

TV01012 AD-202R/SECTION C - ITINERARY AND EXPENDITURES 13:25:32 07/27/97

PCT FAMILY STATUS

TITLE DEFECT: N (Y/N) UREA-FORMALDEHYDE: N (Y/N)
26. RELOCATION SERVICES >> IND: N (Y/N) COMPANY NAME:

PF8= HOLD AND EXIT

COME:
T:
N

(Y/N)
:N FEES:

DATE:

Figure 21. Screen TV01012, AD-202R/Section C — Itinerary and Expenditures, Relocation (Cont'd)

26. Relocation Services Ind(alphanumeric field;

1 position) Key in if the employee opts to use one or
more of the services offered under the Relocation
Services Program and complete the fields below.

Company Name (alphanumeric field; 1 position)f
relocation services will be used, key in the code, from
the list below, that identifies the relocation services
company.

A Associates Relocation Management
Co., Inc.

E Home Equity, Inc.

P Prudential Relocation

Type ServicesKey inY in each field below identify-
ing the services that will be used by the employee.

Purchase(alphanumeric field; 1 positionKey inY to
authorize the home purchase service provided by the
relocation company. The home purchase service allows
the relocation company to make an offer to purchase the
employee’s residence at the old duty station for its fair
market value. This service is provided for a fee.

Finding (optional,alphanumeric field; 1 positiariey

in Y if the employee opts to use the home finding ser-
vice provided by the relocation company. The reloca-
tion company will provide individual counseling ser-
vices to familiarize the transferring employee with the
real estate market (including rental properties), schools,
taxes, commuting, community life, at the new duty sta-
tion. This service is provided free of charge.

Marketing (optional, alphanumeric field; 1 posi-

tion). Key inY if the employee opts to use the home
marketing service provided by the relocation com-
pany. The relocation company will aid the transfer-

Updated 8/2/01

ring employee in selecting a real estate broker and
establishing a realistic listing price and marketing
strategy. This service is provided free of charge.

Mortgage (optional, alphanumeric field; 1 position)
Key in Y if the employee opts to use the mortgage
finding service provided by the relocation company.
The relocation company will provide information on
the types and availability of mortgage financing and
qualification requirements. This service is provided
free of charge.

27. Relocation Services Cancellation Ind
(alphanumeric field; 1 positionKey inY to cancel the
authorization of relocation services previously
approved. These services may be cancelled by the
agency, the employee, or the relocation company.
Leave this fieldblank when establishing a new autho-
rization.

Agency (alphanumeric field; 1 positionKey inY if
the agency is responsible for the cancellation of the
relocation services.

Employee(alphanumeric field; 1 positionKey inY
if the employee is responsible for the cancellation of
the relocation services.

Relo Comp(alphanumeric field; 1 positionKey in
Y if the relocation company is responsible for cancel-
ling the relocation services.

Fees(numeric field; 7 positions maxlh the event of

a cancellation, any justifiable fees (e.g., for inspec-
tions, title search, and appraisals) that the relocation
firm paid will be reimbursed by the Government if
these fees are customarily reimbursed under provi-
sions of the FTR. Key in the amount authorized for
the reimbursable fees.
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Note: Field 27 can only be used on authorization 30. Total Est Exp Authorized. This field is system
amendmentsAction Code A). generated.

Total Estimated Expenditures Date (required, numeric field; 6 positionsKey in

the date (mm/dd/yy) that the service agreement was

28. Househunt(numeric field; 8 positions maxJhe signed by the employee.

total amount of authorized travel expenses for the
househunting trip is system generated in this field.
Example: Key in 060297to record June 2, 1997.
29. Transfer Of Station (required, numeric field;
8 positions max.)If estimated amounts were keyed in
for all transfer of station expenditures authorized, this
amount will be system generated. If estimated amounts
were not keyed in foall expenditures authorized, you
must key in the amount authorized for the transfer of
station expenditures. Complete the fields as follows:

Press [Enter] to move to Screen TV01017, AD-202/Sec-
tion C — Itinerary & Estimated Expenditures (Contin-
ued) Figure 22).

TV01017 AD-202/SECTION C—-ITINERARY & ESTIMATED EXPENDITURES 13:25:42 07/27/97

SECTION D — ACCOUNTING CLASSIFICATION
25. PURPOSE CODE ACCOUNTING CLASSIFICATION CLAIM PERCENTAGE

THESE PERCENTAGES MUST EQUAL 100 PCT

OVERTYPE FIELDS TO BE MODIFIED —— PRESS "Enter” KEY
CLEAR= EXIT PF1= MENU PF8= HOLD AND EXIT
ENTER= PROCESS PF7= PREV PF9= HOLD

Figure 22. Screen TV01017, AD-202/Section C — ltinerary & Estimated Expenditures

Section D — Accounting Classification 13 Rest and recuperation

Section D is used to record the accounting classification 14 Educational
that will be charged for the travel. This accounting will
be stored in the travel authorization record. Screen
TV01017, AD-202/Section C—ltinerary and Estimated
ExpendituresKigure 22 ) is used to key in the account-
ing classification data. When an associated voucher is
filed, agencies may simply check a field on the voucher  Example: Record Purpose Code 1hsr01

to charge the stored accounting. However, the voucher

provides agencies with the capability to distribute the ~ Accounting Classification (required, alphanumeric
claim to accounting other than that shown on the field; 35 positions max.Xey in the agency manage-

Notes: (1) If the Purpose Code is 6 or 7, agencies are
not required to key in the preceding zg@). If Type
Travel is TS or OT, only Purpose Codes 6 and 12 may
be used.

AD-202, without amending the AD-202. ment or accounting classification code(s) to be
charged for the travel. Up to 7 lines of accounting
25. Purpose Codérequired, numeric field; 2 positions may be used.

max.). Key in a purpose of travel code from the list

below for each line of accounting. Note: Be sure testart the accounting ohine 1 of this

section. Danot skip a line between multiple lines of

6 Relocation accounting.
! E_ntitlement/Home leave * If a document control number (DCN) (as assigned
12 First post of duty through NFC’s Funds Control System) is used with the
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accounting code, it must be placed at the end of the Claim Percentage(required, numeric field; 3 posi-
accounting code. tions max.).Key in the percentage of estimated
expendituredor each line of accounting. Percentages

Example: If the accounting code is 12345678 and the /st pe keyed in ashole numbers

DCN is 0001, key il23456780001
Example: 80% would be keyed in &9

* If the accounting is for an agency other than the trav- 20% would be keyed in &0

eler's employing agency, the accounting must be )

entered in a special manner. In these instances, key in Note: Do not key in dollar amounts or percentage

the paying agency’s accounting code and follow the Signs. The sum of the individual percentagasst

accounting code with a slash (/). Immediately behind ~ €dual 100 percent.

H;eS?EZSh;ik%y 'thﬁCZ'pgﬁletgP ?)gei?:é/ t?]%dz tgr?éldce(;g'e'After completing Screen TV01017, press [Enter] to
paying agency. Y gency move to Screen TV01005, AD-202/Section E — Travel

key in the 4-digit accounting station code of the paying ;

agency. Do not space between the agency code and thédvance Figure 11).
accounting station code. Also follow this procedure if
multiple accounting codes are to be charged to anothe
agency.

rScreen TV01005 is completed according to instructions
underAdding A New Authorization/Advance for Tem-

porary Duty Travel .

Example: If an employee works for the Forest Service

(AgencyCode 11) but is traveling for NFC and NFC will Requesting An Advance Only

be paying for the trip (Agency Code 90, Accounting Sta- ] _

tion Code 0010, Accounting Code 99999999), the Al the Travel System (TRVL) MentFigure 5), key in
accounting section should be completed as follows; 10 at the Enter Task field and press [Enter].
Screen TV01001, AD-202/Section A — Identification

99999999/900010 (Figure 6) is displayed.

* If multiple agencies other than the employing agency Follow the instructions undexdding an Authorization/

are responsible for the cost of the trip, show each agencyadvance For Temporary Duty Travel  or Adding An

on a separate line following the procedures stated in theauthorization/Advance For Relocation Travel , mak-
above paragraph. If the employing agency is paying for ing the following changes:

part of the trip along with another agency or agencies,

enter the employing agency’s accounting on one line 1, Action Code (alpha field; 1 position)Key in V
(without the slash, agency code, and accounting stationyadvance only).

and follow the procedure as explained above for all

agencies other than the employing agency. After keying in the traveler's authorization number,

_ ) ) social security number, and name, press [Enter]. The
Note: In the case of Forest Service who charges differ- \emaining fields on the screen are system generated.
ent regions and units within its own agency, the exact

same procedure as outlined above (i.e., showing theScreen TV01005 is displayed for keying in the advance
slash, agency code, and accounting station code) musand approving officer information. Key in the necessary
be followed. data.
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Viewing, Modifying, And Deleting An only on the day of release. When NFC executes the

Authorization/Advance Prior To nightly Travel System job, the released documents will
System Release be brought into the job stream for processing.

Users can view, modify, or delete an authorization/ad- At Screen TV02001, scroll through the list to locate the

vancerecord at any timprior to system release to NFC ~ @Pplicable document.

for processing. Once the documents have been released _ . i .

to NFC for processing, authorization records oaty * To view or modify the data, at the Sel fiekety in any

be changed by input of an amendment, or cancelled by alphanumeric character to select the document and
input of a cancellation action. S@enending a Pre- press [Enter]. Screen TV01001, AD-202/Section A —

viously Established Authorization  or Cancelling a Identification Eigure 6) is displayed showing the
Previously Established Authorization _ for instructions. data for the document selected. To make changes to

the document, follow the instructions undeiding

an Authorization/Advance Record for Temporary

Duty Travel or Adding an Authorization/Advance
Record For Relocation T ravel. Repeat this process to
view or modify additional documents.

To access an authorization/advance record prior to
release, follow the instructions provided below:

e At Screen TV00001, Travel System (TRVL) Menu
(Figure 5), key in10at the Enter Task field and press « 19 delete the document, at the Sel field, kepito
[PF11]. Screen TV02001, (Remote) Document  gglecithe document and press [PF4]. The document is
Selection  List For  Authorization/Advance deleted and the system confirms the delete action

(Figure 23), is displayed listing all available docu-  jith a message. Repeat this process until all docu-
ments. Documents that may be viewed, modified, or  ynents have been successfully deleted.

deleted are those that are identifiecpbaadingor on

hold in the Current Status column. Documents that press PF10 to move to Screen TV02000, (Remote) Doc-
have already been released are identifiegtlassed ~ yment Selection List For Authorization/Advance
in the Current Status column. (Figure 24 ). This screen is used to release the authoriza-
tion/advance t&NFC for processing. Instructions for this
Note: Documents in a pending or hold status will remain function are provided undé&eleasing An Authoriza-
that way indefinitely until the agency takes action to tion/Advance for TRVL Processing
release the documents to NFC for processing or deletes
the documents from the system. Documents that haveTo perform another function or exit the system, press the
been released to NFC will appear on Screen TV02001applicable key shown at the bottom of the screen.

TV02001 NATIONAL FINANCE CENTER 13:28:31 07/27/97
TRAVEL SYSTEM (TRVL)
(REMOTE) DOCUMENT SELECTION LIST FOR AUTHORIZATION/ADVANCE

SOCIAL AUTHORIZATION TYPE TRAVEL RELEASE CURRENT
SEL  SECURITY NUMBER TRAVEL DATE DATE  STATUS

XXX XX XXXX XXXXXXXXXXXXX DM 999999 9999 99

PAGE: 0001

CLEAR=EXIT PF1=MENU PF4=DELETE PF8=NEXT PAGE PF12=PRINT
ENTER= PROCESS PF2= ADD DOC PF7=PREV PAGE PF10= RELEASE

Figure 23. Screen TV02001, (Remote) Document Selection List For Authorization/Advance
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TV02000 NATIONAL FINANCE CENTER 13:30:36 07/27/97

52

TRAVEL SYSTEM (TRVL)
(REMOTE) DOCUMENT SELECTION LIST FOR AUTHORIZATION/ADVANCE

SOCIAL AUTHORIZATION TYPE TRAVEL RELEASE CURRENT
SEL  SECURITY NUMBER TRAVEL DATE DATE  STATUS

XXX XX XXXX XXXXXXXXXXXXX DM 999999 9999 99

PAGE: 0001
CLEAR= EXIT PF7= PREV PAGE PF10= RELEASE
PF1 = MENU PF8= NEXT PAGE PF12= RETURN

Figure 24. Screen TV02000, (Remote) Document Selection List for Authorization/Advance
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Amending A Previously Established Name (required, alphanumeric field; max. of
Authorization 30 positions) Key in the new traveler’s last name, first

name, and middle initial.
At Screen TV00001, Travel System (TRVL) Menu
(Figure 5), key in10 at the Enter Task Field and press Training Doc. No. (alphanumeric field; 10 posi-
[Enter]. Screen TV01001, AD-202/Section A — Identifi- tions). If the purpose of the trip is to attend a training
cation Figure 6) is displayed. class (Purpose Code 3), key in the training document
number assigned to the corresponding SF-182, Request,
Note: Documents cannot be amended on the same dayathorization, Agreement, and Certificate of Training
they are released. for eachtraveler. Do not use punctuation (e.g., spaces or

_ . hyphens). Otherwise, leave this fiddthnk.
Follow the instructions undekdding An Authoriza-

tion/Advance For Temporary Duty Travel  or Adding Example: Key in training document number
An Authorlzatlon/A(_jvance For Relocation Travel , 9-99-XX-99999 a999XX99999
making the following changes:

; Al - : Note: If the purpose code is 15, Informal Training, a
%Am:‘r?g)on Code (alpha field; 1 position)Key in A training document is not required; therefore, this field

may be left blank.

After keying in the authorization number and social
security number, press [Enter]. The existing authoriza- No of Travelers(numeric field; 2 positions max.).
tion record is displayed. Make adjustments to field data Key in the total number of authorized travelers.
as needed.

_ . Cancelling A Previously Established
Caution: If your agency uses the Imprest Fund to obtain A\ thorization
advances, contact your travel coordinator for
agency-specific procedures for preparing an advanceAt Screen TV00001, Travel System (TRVL) Menu
requestefore you key in the advance. (Figure 5), key in10 at the Enter Task Field and press
[Enter]. Screen TV01001, AD-202/Section A — Identifi-

Note: If the amendment is to a multiple traveler authori- .1 Eigure 6) is displayed.

zation, key in the authorization numhenly and press
[Enter]. Access Screen TV01008, AD-202M/Multiple
Travelers IdentificationRigure 7) to amend a multiple
traveler authorization for adding or deleting travelers.

Note: Documents established and released cannot be
cancelled until the following day.

Follow the instructions undetdding An Authoriza-
tion/Advance For Temporary Duty Travel or Adding

Add/Del (alphanumeric field; 1 positionio add An_Authorization/Advance For Relocation Travel

or delete a traveler from an existing authorization, key Making the following changes:
in the appropriate Amendment Action Code (AAC)

Complete the data as follows:

from the list below. 1. Action Code (alpha field; 1 position) Key in C
(Cancel).
A Add o o
D Delete After keying in the traveler’s authorization number and

social security number, press [Enter]. The existing
Soc. Sec. No(required, numeric field; 9 posi- authorization record is displayed. Press [Enter]. Screen
tions). Key in the social security number of any traveler TV01005 is displayed for keying in the approving offi-
being added to the authorization. cer information. Key in the data.
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Printing An Authorization/Advance

To print an authorization/advance, follow the instruc-
tions provided below:

At Screen TV00001, Travel System (TRVL) Menu
(Figure 5), key in10 at the Enter Task field and press
[PF11]. Screen TV02001, (Remote) Document Selec-
tion List For Authorization/Advano&igure 23), is dis-
played listing all available documents.

At Screen TV02001Figure 23), scroll through the list
to locate the applicable document. At the Sel fikdg,

Title VI
Chapter 6
Section 1

Select Browse (Default To Printjalpha field;

1 position).Key in Y (yes) to browse. Key i (no) to
print. The default is set to prirtlote: To browse a docu-
ment, you must access the Interactive System Produc-
tivity Facility (ISPF) System. (Refer to the ISPF proce-
dure manual under Title IV, Chapter 2, Section 2).

Select Copies (Default To 1) (numeric
field; 1 position).Key in the number of copies to print.

[(6] Select (S)ingle Document (Defaultfalpha field;
1 position).Key in one of the following codes for the

in any alphanumeric character to select the document®yPe Of travel document to print:

and press [PF12]. Screen TV02002, (Remote) Printer
Destination Scree(Figure 25), is displayed.

Use Screen TV02002 to key in information for the print-
ing destination.

Complete the fields as follows:

Job ID (A-2Z) (alpha field; 1 position)Key in a
letter fromA to Z as the job identifier.

Destination Of Remote Printer (alphanumeric
field; 16 positions max.Key in the remote printer des-
tination 1D number.

Routing Information  (alphanumeric field;
19 positions max.Key in the routing information.

S Single document, as selected (default)
A Authorizations

\% Vouchers

B Both authorizations and vouchers

Press [PF12] to print. The selected document(s) print at
the destination entered.

To print another record, repeat the above process.

To display the previous screen, press [PF7].

To display the TRVL Menu, press [PF1].

To exit, press [Clear].

TV02002 NATIONAL FINANCE CENTER

TRAVEL SYSTEM (TRVL)
(REMOTE) PRINTER DESTINATION SCREEN
JOB ID (A-2):
DESTINATION OF REMOTE PRINTER:

ROUTING INFORMATION:

SELECT BROWSE (DEFAULT TO PRINT)
SELECT COPIES (DEFAULT TO 1)

SELECT (S)INGLE DOCUMENT (DEFAULT)
ALL (A)UTHORIZATIONS
ALL (V)OUCHERS
ALL (B)OTH AUTHS AND VOUCHERS

1

CLEAR= EXIT PF1= MENU PF7= PREV

13:37:26

N (Y/NJz] OPTIONAL
[53@PTIONAL
S (S/IAV[E DPTIONAL

FILL IN THE NECESSARY FIELDS THEN PRESS PF12 TO SUBMIT JOB
PF12= PRINT

07/27/97

Figure 25. Screen TV2002, (Remote) Printer Destination Screen
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Releasing An Authorization/Advance For Advance (to release documentsig(re 24) is dis-
TRVL Processing played.

Following are instructions to release an authorization/ At ScreeriTvV02000 scroll through the list to locate the
advance to NFC for processing. Documents that aregpplicable document. At the Sel field, key in any alpha-

ready for release are identified Bendingin the Cur-  numeric character to select the document and press
rent Status column. The release function can be[pFi1Q].

executedonly by approving officials and their desig-
nees. For this reason, some users will have access to thghe messagBocument Has Been Releasamupears at
data entry screens but will not have the authority to the bottom of the screen. The status of the document as
release the documents once entry has been completedshown inthe Current Status column changes fieemd-

ing to Released
To release a document, follow the instructions provided
below: Notes: Multiple documents may be released in two
ways: (1) You may select documents one at a time and
repeat the process individually @) You may select all
the documents at the same time and press [PF10] the
exact humber of times to correspond with the number of
documents selected.

At Screen TV00001, Travel System (TRVL) Menu
(Figure 5), key in10 at the Enter Task field and press
[PF11]. Screen TV02001, (Remote) Document Selec-
tion List For Authorization/Advano&igure 23), is dis-

played listing all available documents. * To return to Screen TV02001, press [PF12].

At Screen TV02001, press [PF10]. Screen TV02000 * To exit, press the applicable key shown at the bottom
(Remote) Document Selection List For Authorization/ of the screen.
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Adding A Temporary Duty Travel part of the last name (e.g., Stone Jr). If the employee
Voucher has a 2-part (double) last name, separate one part

from the other with a spacBo not include hyphens
Voucher (Temporary Duty) is Option (Task) 11 on the  for hyphenated names.
Travel System (TRVL) MenyFigure 5). Use this option
to add, view, change, delete, release, and print tempo- First (12 positions max.Key in thetraveler’s first or

rary duty travel vouchers. given name (or initial). Key in an initial if the traveler
has an initial for the first name. If the employee has
Complete the fields as follows: two or more first names or initials, separate one from
the other with a spacBo notkey in hyphens or peri-
At the Travel System (TRVL) Menu, key it at the ods.

Enter Task field and press [Enter]. Screen TV01101,
AD-616/Section A — ldentification, Temporary Duty Middle Initial (1 position) Key in the traveler’s
Travel (Figure 26), is displayed. This screen is the first middle initial.

of five screens used to key in AD—-616 data.
4. Agency Code (required, alphanumeric field;

1. Travel Authorization No. (required, 2 positions) Key in the 2-position agency code that
alphanumeric field; 13 positions).Key in the identifies the traveler's employing agency. If the
authorization number of the specific AD-202 used to traveler is a nongovernment employee or a Federal
approve the travel for which reimbursement is being employee who is not payrolled by NFC, key in the code
claimed. of the agency for which the employee has traveled

Note: After keying in the authorization number and the Notes:(1) If the traveler is employed by one agency but

social se_curity number, press [E_nter] to system generatq, ;¢ aveled for another agency, the employing agency
information from the authorization. This will save key code is still keyed in this field2) In those situations

strokes. where employees travel for an agency that is different
from their employing agency, Section E— Accounting
Classification, will be completed in a special manner to
identify the agency and accounting station, as well as
the accounting classification code that is to be charged
for the payment. (See instructions for Screen TV01105,
AD-616/Section E, Accounting Classification
(Figure30)).

2. Social Security No. (required, numeric field;

9 positionsKey in the traveler’s social security number
or the agency assigned temporary identification number
from the corresponding AD-202.

3. Name(required, alphanumeric field; 30 positions
max.) Key in the traveler's name as indicated below.
Do not key in punctuation.
5. Agency OON (required, alphanumeric field; 10
Last (17 positions max.)Key in the traveler’'s last  positions) Enter the 10-position agency originating
name. ltems such as Jr., &nd Ill are to be shown as  office number (OON) of the agenpgying for the trip.

TV01101 AD-616/SECTION A — IDENTIFICATION  13:38:43  07/27/97
TEMPORARY DUTY TRAVEL
1. AUTHORIZATION NO: 2. SOCIAL SECURITY NO:
3. NAME >> LAST: FIRST: MI:
4. AGENCY CODE: 5. AGENCY OON: 6. TRAVELER OON:
7. TRAVEL DATES >> FROM: THRU:
8. TYPE CLAIM: (DM/GR/OC/FG) 9. RECLAIM AMOUNT:
10. LEAVE TAKEN: (YIN) 11. TRAINING DOC NO:
CITY ST
12. OFFICIAL DUTY STATION>>
13. RESIDENT >> 14. POST APPROVAL: (Y/N)

15. TOTAL NIGHTS LODGING:  16.NO. OF NIGHTS IN APPROVED ACCOMMODATIONS:
SECTION B — MAILING ADDRESS OPTIONS
17 THRU 21 (Y/N)>> 17.SALARY CHECK: 18.T&A CONTACT POINT: 19.SPECIAL:

20.FOREIGN: 21.TRAVEL EFT ACCT:
ADDRESS:
ADDRESS:
CITY: ST: ZIP CODE:

ENTER REQUIRED DATA — PRESS "Enter” KEY TO PROCESS/ADD
CLEAR=EXIT PF1=MENU PF5=AUTH PF9=HOLD PF11= SELECT DOC
ENTER= PROCESS PF2=INQ PF8=HOLD & EXIT PF10= INIT

Figure 26. Screen TV01101, AD-616/Section A — Identification, Temporary Duty Travel
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6. Traveler OON (alphanumeric field; 10 positions)
Key in the OON of the traveler submitting the AD—616
only if it is different than the agency OON.

7. Travel Dates.Key in theactual dates travel started
and ended. Complete the fields as follows:

From (required, numeric field; 6 positionsiKey in
the date travel began using the mm/dd/yy format.

Thru (required, numeric field; 6 positionsKey in
the date travel ended using the mm/dd/yy format.

Example: Key in 060296to record June 2, 1996.
8. Type Claim (required, alphanumeric field;

2 positions).Key in one of the codes from the list below
to define the type of trip taken by the employee.

DM Domestic

FG Foreign

ocC Outside the continental United States
GR Escorted group

9. Reclaim Amount (numeric field; 7 positions
max.) The system skips this fiel&ll reclaim vouchers
must be mailed to NFC for processing

10. Leave Taken(alphanumeric field; 1 positionsiN
is system generated in this field. KeyMrgyes) if annual
or sick leave was taken during the period of travel.

11. Training Doc No(For Purpose of Travel Code 3
Only) (alphanumeric field; 10 positions maxlj the
purpose of the trip was to attend a training class

(Purpose Code 3), key in the training document number

City (required, alphanumeric field; 20 positions
max.) If this is the same as the official duty station,
leave this fieldblank. Otherwise, key in the city of
the employee’s residence.

St (alphanumeric field; 2 positions). Key in the
2-position state abbreviation code or 2-positifpha
country code.

14. Post Approval Indicator (alphanumeric field;

1 position) Key in aY in this field to approve
expenditure(s), a change in itinerary, or a change in
travel dates on the AD—616 which were not authorized
on the AD-202. Key in aN or leave the fieldlank if

post approval is not required.

Notes:(1) If expenditures are post approved, then the
approving official should be the individual who
approved the authorization. If the approving official
who signed the authorization is not available, then an
individual at the same level in the organization may
approve the voucher.(2) Post approval can only be
used for Type DM (Domestic ) travel.

15. Total Nights Lodging (numeric field; 3 positions
max.).For Type DM travel only, key in the total number
of nights lodging, if the traveler incurred subsistence,
including those where expenses were not incurred.

Example: An employee travelfor 6 days and hights,
but spends two nights at the home of a relative. Total
nights lodging would be keyed in &s

16. No. of Nights In Approved Accommodations
(numeric field; 3 positions max.Key in the total
number of nights spent in public accommodations that
comply with standards set forth in the Hotel and Motel
Fire Safety Act of 1990.

assigned to the corresponding SF-182, Requestgyample: Using the example given for Field 15, if the

Authorization, Agreement, and Certificate of Training.
Otherwise, leave this fieldlank.

Note: If the purpose of travel code is 15, Informaaih-

ing, a training document is not required; therefore, Field

11 must be left blank.

12. Official Duty Station
City (required, alphanumeric field; 20 positions
max.) Key in the city where the employee is now sta-
tioned.

St (required, alphanumeric field; 2 position&ey in

the 2-position state abbreviation code or the 2-posi-

tion alpha country code.

13. Resident

58

same employee spent 3 of the 5 nights at a hotel which
was in compliance with Fire Safety Act Standar@ls,
would be keyed in this field.

Section B — Address Options

This section is used to indicate the appropriate mailing
address for the travel reimbursement. Travelers may
select only one of the travel voucher mailing address
options explained below.

Note: Employees of the Department of State and
Department of Education, new employees who have not
received their first salary payments, special appointees,
and non-Government employeesist use either the
Special Address or Travel EFT Account option.

17 THRU 21 Nis system generated in these fields. Key
in Y in one of the following fields as described below.
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17. Salary Check (alphanumeric field; 1 position) St (alphanumeric field; 2 positions)Key in the

Key in Y if the voucher payment will be sent to the abbreviation for the state to which the voucher pay-

address or electronic funds transfer (EFT) routing ment will be mailed.

number where the employee normally receives his or

her salary payment. This option is only available to  ZIP Code (numeric field; 9 positions max.Key in

those employees who are payrolled by NFC and have the ZIP code of the location to which the voucher pay-

received one or more salary payments from NFC. ment will be mailed. Danot enter punctuation or
spaces.

18. T & A Contact Point (alphanumeric field;

1 position) Key in Y to route the reimbursement to the ~ Example: Key in the ZIP code 70160-0001 as

traveler’s T&A contact point address. This option is 701600001

only available to those employees who are payrolled by

NFC and have received one or more salary payments20- Foreign(alphanumeric field; 1 positionKeyinY
from NEC. to route the travel reimbursement to a special address in

a foreign country. Key in the foreign street address in
Note: If an employee wants to use a T&A contact point the first Address field. Key in the foreign city name in
address, he/she should first ensure that the address e second Address field. Key in the foreign country
accurate in NFC’'s Table Management System. To name and ZIP code (if any) in the City field. Leave the
ensure the accuracy of the T&A contact point address, State and ZIP Code fields blank.
check with the individual in the agency who is responsi-

ble for maintaining T&A contact point information. 21. Travel EFT Acct (alphanumeric field; 1 position).
_ o - _ Key inY to route the travel reimbursement to an EFT
19. Special(alphanumeric field; 1 positionKey in'Y account other than the salary account. Key in the code

to route the reimbursement check to an address othefysed to identify the EFT account in the first Address
than the traveler’s salary address, foreign addressfield. This code consists of a 9-position routing number
travel EFT account, or T&A contact point location. Key for the financial institution; a 1-position alpha character
in the special address in the address fields provided afor the account typeXfor checking and for savings);

the end of this section as described belownBtoshow and the traveler's account number (not to exceed 25
the traveler’s name on the address lines; the name willpositions). Leave the second Address field and the City
be generated by the system. This option can be used byind State fieldlank. Do not show spaces or special
all travelers. characters in the EFT account code. This option can be

_ used byall travelers.
Note: Caution should be used to ensure that the address

l:shé:((:)l?mplete and accurate for proper delivery of the Example: 12345678€12345...

Address (alphanumeric field; 35 positions max.). Note: The Travel EFT Account code will not be stored
Key in the street address and /or box number to bein the Travel System for future use. Each tiniegeler

used for mailing the voucher payment. wishes to use the Travel EFT Account address option,
. - the Travel EFT Account block must be checked and the
Address (alphanumeric field; 35 positions maxtj full EFT account code must be shown on address Line 1.

additional space is needed for the street address and/

or box number, use this line.
Press [Enter] to move to Screen TV01102, Transporta-

City (alphanumeric field; 20 positions maxey in tion Costs, Temporary Duty Travetigure 27). This
the name of the city to which the voucher payment screerduplicates Form AD—616, Section Gahsporta-
will be mailed. tion Costs.
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TV01102 AD-616/SECTION C — TRANSPORTATION COSTS  13:39:20 07/27/97
TEMPORARY DUTY TRAVEL
22. METHOD OF 23. VENDORY/ 24. IDENTIFICATION 25. CAR RENTALS 26. AMOUNT
PAYMENT CARRIER NUMBER MILES DAYS
CcC us 989898898 39600

TOTALS: 39600
27. EXCESS FARE: N (Y/N) NON CONTRACT: (0,1,2,3 OR SPACE)

OVERTYPE FIELDS TO BE MODIFIED —— PRESS "Enter” KEY
CLEAR= EXIT PF1= MENU PF8= HOLD & EXIT
ENTER= PROCESS PF7= PREV PF9= HOLD

Figure 27. Screen TV01102, AD-616/Section C — Transporation Costs

Complete the fields as follows: number for the rental vehicle and/or transportation
tickets. For car rental, key in the statement number from
Section C — Transportation Costs the car rental agreement. For transportation tickets

This section is used to record information pertaining to Purchased by GTR, key in the GTR number. For tickets
common carrier tickets and commercial vehicles rented Purchased by GVTS, Government contractor-issued
in conjunction with official travel. Use a separate line to charge card, or caskey in theticket number.

key in each ticket purchase and each incident of car

rental Note: Do not show the GVTS account number or credit

card number on the voucher.

22. Method Of Payment (alphanumeric field; . .
2 positions) Key in the code from the list below that 25. Cf.ir. Rentals. |f a rental ve_hlgle was used during
the official travel, complete this field.

identifies the method the traveler has used to purchase

the transportation tickets and/or rental vehicle. . L .
P Miles (numeric field; 5 positions max.Jor each

cc Government Contractor issued credit incidence of car rental, key in, whole milesonly,
card the total number of miles driven in the rental car.
GV Government Transportation System
(GVTS) Example: Key in 400 miles ag¢00
TR Government Transportation Request o . o
(GTR) Days (humeric field; 3 positions maxFor each inci-
CH Cash dence, key in, iwvhole daysonly, the number of days

that the rental vehicle was used by the traveler. The
Note: If car rental is keyed in, the method of payment number of days entered for car rental cannot exceed

must be CC or CH. the number of per diem days and/or the number of ac-

tual subsistence days claimed on the voucher. If sub-
23. Vendor/Carrier (alphanumeric field; 2 positions) sistence is not claimed, the number of car rental days
For each method of payment indicated, key incthae cannot exceed the number of days as shown in Field

for the name of the vendor who provided the 7, Travel Dates.
transportation or rental vehicle to the traveler. The

airline carrier code is thimitials shown on the airline Example: Key in 7 days ag

ticket. The rental vehicle vendor code is fthet two

letters of the vendor’s name Totals (numeric field; 7 positions max.The total
number of miles a rental vehicle was driven by the

24. ldentification Number (alphanumeric field; traveler and the total number of days a rental vehicle

13 positions) Key in the appropriate identification was used by the traveler are system generated.
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Notes:(1) The gasoline expenséould be part of Car Press [Enter] to move to Screen TV01103,
Rental and should not be included in Miscellaneous AD-616/Section D — Claims, Temporary Duty Travel
Expenses(2) Additional auto insurance cannot be (Figure 28). This screen duplicates Form AD—-616, Sec-
claimed in accordance with the FTE) Attach a tion D, Claims.

copy of each car rental agreement to the AD—616. Complete the fields as follows:
26. Amount (numeric field; 7 positions max.Jor ) )

each incidence of common carrier transportation and Section D — Claims

car rental, key in the amount paid, regardless of the yse Section D — Claims to record the expenses incurred

payment method used. in conjunction with the travel. These amounts are used
Examples: Key in $101.62 car rental expense as to compute the total <_:Ia|m amount due the employee.
10162 Caution: When recording these dollar amounts, the sys-

tem will automatically consider the last 2 digits of an
amount as centfo not use a decimabetween dollars
and cents. For example, key26000for $250.00.

Key in $383.00 common carrier
expense a88300

Totals (numeric field; 7 positions maxfey in the
total amount paid for transportation tickets and/or car 2g. Summary Of SubsistenceThis section is used to

rental. summarize all subsistence (i.e., per diem and actual
Example: Key in $484.62 ag8462 subsistenc_e) claimed on the back of the vouc_her. The
TDY locations, the number of days spent in each

27. Excess Fardalphanumeric field; 1 positionKey location, and the amount claimed for each location will

in Y to indicate that the use of higher cost accommoda- be shown here. This information will be systematically
tions, such as first class or business class, werecompared to authorization data stored in the Travel
authorized. Otherwise, leave this fiddthnk. System and locality per diem rate tables maintained in

e . . the Table M t Syst TMGT).
Non-contract (numeric field; 1 position)Key in the e Table Management System ( )

appropriate code from the list below to indicate that The total of the individual amounts shown in this section
the use of a non-contract airline has been approved.myst equal the per diem and actual subsistence amounts

Otherwise, leave this fieldlank. claimed in Fields 29 and 30. For this reason, all break-
. . downs of subsistence claimed must be specifically
Space not available on contract airline shown.
Schedule of flights on contract airline
inconsistent with Government policy Country Code (numeric field; 3 positions)If the
3 Cost comparison substantiates use of type oftravel is FGonly, key in the 3-position numer-
non-contract airline ic NFC-assigned country code (see the Appendix to

the Travel System procedure for a list of valid codes)
for the country of the TDY location. Leave this field
blank for all other types of travel.

4 Rail service available, cost effective,
and consistent with the mission

TV01103 AD-616/SECTION D — CLAIMS 13:39:42  07/27/97
TEMPORARY DUTY TRAVEL

28. SUMMARY OF SUBSISTENCE >>
COUNTRY CODE CITY CODE CITY OR COUNTY  STATE NO DAYS  AMOUNT
WASHINGTON

29. PER DIEM >> NO. DAYS:
30. ACTUAL SUBSISTENCE >> NO. DAYS:

ENTER DATA THEN SELECT OPTION
CLEAR= EXIT PF1= MENU PF8= HOLD & EXIT
ENTER= PROCESS PF7= PREV PF9= HOLD

Figure 28. Screen TV01103, AD-616/Section D — Claims, Temporary Duty Travel
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Example: Record the destination foreign country of
Algeria as125

City Code (numeric field; 4 positions)f the type of
travel is FGonly, key in the 4-position numeric NFC-
assigned city code (See the Appendix to the Travel
System procedure for a list of valid codes.) for the
city of the TDY location. Leave this fielolank for

all others types of travel.

Example: Record the destination foreign city of Al-
giers (Algeria) ad4000

City or County (alphanumeric field; 20 positions)
Complete this field as follows:

For Type Travel FG, key in the city name of the TDY
location.

Example: Record the destination city of Algiers as
Algiers

For Type C travel to locations within CONUS and
nonforeign areas outside CONUS (e.g., Alaska,
Hawaii, Puerto Rico), key in theity or county name

of the TDY location, following thesupplemental
guidelines provided below:

— Travel Within CONUS.

If a locality is akey city as identified in Appendix A

of Section 301 in the FTR, key in the city name. The
city name must be shovexactly as listed in Appen-
dix A, including punctuation. Abbreviations cannot
be used.

Examples: (1) The city of St. Louis (Missouri) must
be shown a$t. Louis

Notice that the period was entered belthttbecause
it is shown that way in Appendix A of the FTR.

(2) Loveland, Colorado, is a key city and is listed in
the County And/Or Other Defined Location column
of Appendix A of the FTR as City Limits of Loveland
(see Larimer County). Therefore, agencies must
showLoveland as the location name.

If a locality isnot a key city but is located within an
area identified in the County And/Or Other Defined
Location column of Appendix A of the FTR, key in
the appropriate location name shown in the column.
Do notkey in the city name. The location name must
be spelleagxactly as listed in Appendix Ancluding
punctuation. Abbreviations may not be used.

Note: Agencies should show the actual locality name
in Block 42, Remarks, of Form AD-202.

Examples: (1) Mandeville, Louisiana, is not a key
city but is located in St. Tammany Parish (county),

62

which is listed in Appendix A of the FTR. Therefore,
agencies must sho®t. Tammanyinstead of the city
name of Mandeville.

Notice that the period was entered belthttbecause
it is shown that way in Appendix A of the FTR.

(2) Davis-Monthan Air Force Base, Arizona, is not a
key city but is listed in Appendix A of the FTR as
Pima County; Davis-Monthan AFB. Therefore,
agencies must shoWwavis-Monthan AFB as the
location name.

(3) Jackpot, Nevada is not a key city, but is located in
Elko County which is listed in Appendix A of the
FTR as All points in Elko County excluding Wend-
over. Therefore, agencies must sHelko instead of
the city name of Jackpot.

If a locality isnot a key city and isot located within

a county specifically listed in Appendix A of the
FTR, key in the city name. In this case, the traveler is
entitled to the standard CONUS rate.

Travel To Nonforeign Areas Outside of CONUS.

If the locality is specifically identified in the Depart-
ment of State’s (DOS) monthly publication, Maxi-
mum Per Diem Allowances for Foreign Areas, Sec-
tion 925 (A Supplement to the Standardized Regula-
tions), key in the city name. The city nhame must be
shown exactly as listed in DOS’ publicatiamglud-

ing punctuation.

Example: The city of Ft. Wainwright (Alaska) must
be shown a&t. Wainwright

Notice that the period was keyed in behkdbe-
cause it is shown that way in DOS’ publication.

If the locality isnot specifically identified in DOS’
publication, the traveler will be entitled to the per
diem rate shown aSther. Therefore, agencies must
showOther as the city name in the City field in lieu of
the actual city name. After recordir@ther in the
City field, show the actual city name on the back of
the voucher.

Example: The city of Palmer (Alaska) is not specifi-
cally identified in DOS’ publication. Record the
word Otherin the City field and showalmer on the
back of the voucher.

State (alphanumeric field; 2 positions)Complete
this field as follows:

« For travel to locations within CONUS and non-
foreign areas outside CONUS (e.g., Alaska, Ha-
waii, Puerto Rico), key in the 2-position state ab-
breviation code. A list of state abbreviation codes
for nonforeign areas is provided at the beginning
of the Appendix .
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« For Type FG travel, key in the 2-position alpha
country code Appendix ).

No Days(numeric field; 5 positions maxHKey in the
number of subsistence days claimed for each locality.
Record fractional days usirh, 50, and75. Record
whole days usin@0 behind the whole number.

Example: Key in 1/4 day a&5; 1 whole day a&00,
and 2 1/2 ag50

Amount (numeric field; 7 positions maxRey in the
total dollar amount of subsistence claimed for each
TDY location.

Example: Key in $491.50 a49150

Note: Fields 29 through 37 are completed by transfer-
ring data from the Totals column of Section G, Schedule
of Expenses and Amounts Claimed (the back of the
AD-616 or the AD—617 continuation sheet).

29. Per Diem

No. Days (numeric field; 5 positions max.Key in

the total number of per diem days. Record fractional
days using?5, 50, and75. Record whole days using
00 behind the whole number

Example: Key in 1/4 day a&5; whole days a%00, 2
1/2 days ag50

Amount (numeric field; 7 positions maxKey in the
total amount of per diem claimed.

Example: Key in $491.50 a49150

30. Actual Subsistence

No. Days(numeric field; 5 positions maxJhe total
number of actual subsistence days. Record fractional
days using?5, 50, and75. Record whole days using
00 behind the whole number.

Example: Key in 1/4 day a&5; whole days a%00, 2
1/2 days a250

Amount (numeric field; 7 positions maxKey in the
total amount of actual subsistence claimed.

Example: Enter $561.37 a56137

Press [Enter] to move to Screen TV01104, AD-616/Sec-
tion D — Claims, Temporary Duty Travetigure 29).

This screen is the continuation of Section D on Screen
TV01103 €igure 28).

31. Mileage

Rate (numeric field; 4 positions max.Key in the
applicable mileage rate in accordance with the FTR.
A maximum of 4 rates may be keyed in.

Example: If the mileage rate is 31¢, key 810

Miles (numeric field; 4 positions maxey in the
total number of miles driven at each rate.

Example: Key in 26 miles ag6

Amounts (numeric field; 7 positions maxMultiply
each ratdy the applicable number of miles. Add the
resulting products together and enter the cumulative
total amount of mileage claimed.

Example: Key in $8.06 a806
32. Parking, Tolls, Etc.

Amounts (numeric field; 7 positions max.KKey in
the total amount of parking, tolls, etc., claimed.

Example: Key in $21.00 a2100

Amounts (numeric field; 7 positions)Key in the
total amount of common carrier transportation costs
claimed. A ticket, coupon, or other receipt is
required.

TV01104 AD-616/SECTION D — CLAIMS
TEMPORARY DUTY TRAVEL
AMOUNTS
RATE:

MILES:

13

31. MILEAGE >>RATE:

RATE: MILES:
PARKING, TOLLS, ETC:
PLANE, BUS, TRAIN:
UNACCOMPANIED BAGGAGE:
LOCAL TRANSPORTATION:
MISCELLANEOUS EXPENSES:
CAR RENTAL:

MILES:
RATE:

32.

33.

34.

35.

36.

37.

38. TOTAL CLAIM:

39. TRAVEL ADVANCE OUTSTANDING:

APPLIED TO OUTSTANDING >>

40. ADVANCE:

41. BILL FOR COLLECTION NO:

42. ADDITIONAL ADV REPAID:

43. REMAINING ADV BALANCE:

44, NET TO TRAVELER:

CLEAR= EXIT
ENTER= PROCESS

PF1= MENU
PF7= PREV

PF9= HOLD

MILES:

OVERTYPE FIELDS TO BE MODIFIED —— PRESS "Enter” KEY
PF8= HOLD & EXIT

:39:50 07/27/97

Figure 29. Screen 01104, AD-616/Section D — Claims, Temporary Duty Travel
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33. Plane, Bus, Train

Amount (numeric field, max of 7 positions). Key in
the total amount of common carrier transportation
costs claimed. A ticket, coupon, or other receipt is
required.

Example: Key in $383.00 as 383.00

Note: Do not claim reimbursement of transportation
tickets purchased through GVTS or by GTR.

34. Unaccompanied Baggage

Amounts (numeric field; 7 positions max.Key in

Systems Access Manual
Travel And Transportation
Travel Online Data Entry

dence of car rental is required to substantiate the car
rental expense.

Example: Key in $101.62 a40162
38. Total Claim

Amounts (numeric field; 8 positions max.Press
[Enter] to system generate.

39. Travel Advance Outstanding (numeric field;
7 positions max.)Key in the travel advance amount
outstanding at the time of voucher preparation.

40. Applied To Outstanding Advance(numeric field;

the total amount of unaccompanied baggage charges’ POsitions max.)Key in the amount of the travel
claimed. A receipt must be attached to support the reimbursement that is to be applied to the outstanding

claim.
Example: Key in $50.00 a$000
35. Local Transportation

Amounts (numeric field; 7 positions max.Key in
the total amount of local transportation charges
claimed.

Example: Key in $45.00 ag4500
36. Miscellaneous Expenses

Amount (numeric field; 7 positions max§ey in the
total amount of miscellaneous expenses claimed.

Example: Key in $26.37 a2637
37. Car Rental

Amounts (numeric field; 7 positions max.Key in

advance balance.

41. Applied To Outstanding Bill For Collection
(numeric field; 7 positions max.)f the traveler has
been issued a Bill for Collection by NFC for a travel
overpayment, the traveler may repay all or a portion of
this bill through use of this block. Key in the amount
that is to be applied to the bill.

Bill No. (alphanumeric field; 10 positions maxey

in the Administrative Billings and Collections
(ABCO) bill number to which a portion of the Total
Claim amount will be applied.

42. Additional Adv Repaid (numeric field;
7 positions max.) Electronic usersare required to
leave this field blank.

43. Remaining Adv Balance (Block 39 minus
Block 40 and Block 42)(numeric field; 7 positions
max.) Key in the travel advance balance that remains

the total amount of car rental expenses claimed. A re-outstanding after subtracting the amounts in Blocks 40
ceipt and copy of the rental agreement for each inci- and 42.

TV01105 AD-616/SECTION E — ACCOUNTING CLASSIFICATION 13:40:02 07/27/97
TEMPORARY DUTY TRAVEL
ACCOUNTING >> 45. AUTHORIZATION:

(YIN) 46. DISTRIBUTED:
PURPOSE CODE

(YIN)
ACCOUNTING CLASSIFICATION

CLAIM PERCENTAGE

THESE PERCENTAGES MUST EQUAL 100 PCT
SECTION F — CERTIFICATIONS

48. CLAIMANT DATE: 49. FINAL VOUCHER:  (Y/N)
APPROVING OFFICER >>
51. SSN: 52. DATE APPROVED:
53. PHONE >> AREA CODE & NO:( )
54. NAME >> LAST: FIRST: MI:

TITLE: AGENCY CODE:
55. CONTACT PERSON >>NAME >>LAST: FIRST: MI:
56. PHONE >>AREA CODE & NO:( )
OVERTYPE FIELDS TO BE MODIFIED —— PRESS "Enter” KEY
CLEAR= EXIT PF1= MENU PF8= HOLD & EXIT
ENTER= PROCESS  PF7= PREV PF9= HOLD

Figure 30. Screen TV01105, AD-616/Section E — Accounting Classification, Temporary DutyTravel
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44. Net To Traveler (Block 38 minus Block 40 and
Block 41) (required, numeric field; 8 positions max.)
Press [Enter] to system generate.

Press [Enter] to move to Screen TV01105, AD-616/Sec-
tion E — Accounting Classification, Temporary Duty
Travel Figure 30).

Complete the fields as follows:

Section E — Accounting Classification

Section E is used to identify the accounting classifica-
tion code(s) that will be charged for the travel expendi-
tures.

Accounting
45. Authorization (alpha field; 1 position).Y is

system generated in this field to indicate that the total
amount of the voucher will be distributed to the

s Manual Title VI

Chapter 6
Section 1

Note: Be sure testart the accounting ofine 1 of this
section.Do not skip a line between multiple lines of
accounting.

e If a document control number (DCN) (as assigned
through NFC’s Funds Control System) is used with the
accounting code, it must be placed at the end of the
accounting code.

Example: If the accounting code is 12345678 and the
DCN is 0001, key 23456780001

* If the accounting is for an agency other than the trav-
eler's employing agency, the accounting must be en-
tered in a special manner. In these instances, key in the
paying agency’s accounting code and follow the
accounting code with a slash. Immediately behind the
slash, enter the 2-position agency code that identifies
the paying agency. Directly behind the agency code
enter the 4-digit accounting station code of the paying
agency. Do not space between the agency code and the
accounting station code. Also, follow this procedure if

accounting and purpose codes from the correspondingmtiple accounting codes are to be charged to another

AD-202. Do not complete any other information in
Section E. Proceed to Section F, Certification, Field 48.

46. Distributed (alpha field; 1 position)Key inY to
distribute the voucher claim todifferent accounting
classification code(s) and/different purpose of travel

agency.
Example: If an employee works for the Forest Service
(AgencyCode 11) but is traveling for NFC and NFC will

be paying for the trip (Agency Code 90, Accounting Sta-
tion Code 0010, Accounting Code 99999999), the

code(s) than the one(s) indicated on the correspondingaccounting section should be completed as follows:

AD-202. Follow the instructions in the Purpose Code,
Accounting Classfication, and Percentage fields below.

Purpose Code(required, numeric field; 2 positions
max.) Key in a purpose of travel code for each line of
accounting that will be charged.

Example: Record Purpose Code 1hsr 01

1 Site visit
2 Information meeting
3 Training attendance
4 Speech or presentation
5 Conference attendance
7 Entitlement/Home leave
8 Special mission travel
9 Emergency travel
10 Other travel
11 Pre-employment
13 Rest and recuperation
14 Educational
15 Informal training

Accounting Classification (required, alphanumeric
field; 35 positions max.Key in the agency assigned
management or accounting classification code(s), to
be charged for the travel. Up to 7 management or ac-
counting codes may be used.

Updated 8/2/01
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 If multiple agencies other than the employing agency
are responsible for the cost of the trip, show each
agency’s accounting on a separate line following the
procedures stated in the above paragraphe lémploy-

ing agency is paying for part of the trip along with
another agency or agencies, key in the employing
agency’s accounting on one line (without the slash,
agency code, and accounting station) and follow the
above procedure for all agencies other than the employ-
ing agency.

Note: In the case of Forest Service who charges dif-
ferent regions and units within its own agency, the
exact same procedure as outlined above (i.e., show-
ing the slash, agency code, and accounting station
code) must be followed.

Claim Percentage(alphanumeric field; 3 positions
max.) Key in the percentage of the total claim
amountthat is to balistributed to each individual line

of accounting. Percentages must be keyed in as whole
numbers.

Example: 80% would be keyed in &9
20% would be keyed in &0

Note: Do not key in dollar amounts or percentage
signs. The sum of the individual percentages must
equal 100 percent.
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Section F — Certifications

Section F izompleted by the traveler and the approving
official after all other sections of the form have been
completed. Completion of this section serves as certifi-

53. Phone, Area Code & No (numeric field;
10 positions) Key in the area code and telephone
number of the approving officer.

54. Name.Key in the name of the approving officer as

cation that all entries have been reviewed and verified aSyescribed below.

reasonable in accordance with regulations published in
the FTR and that all required documentation is attached.

48. Claimant Date (required, numeric field;
6 positions) The claimant must key in the date the
travel voucher is signed, using the mm/dd/yy format.

Example: Key in 060297to record June 2, 1997.

49. Final Voucher (optional, numeric field,;

1 position) Key in Y if this is the final voucher being
filed against the corresponding AD—202¥lfis keyed

in, the authorization will expire, and for those agencies
that obligate, all remaining funds will be deobligated in
the Travel System after the voucher is processed. Key in
N or leave this fieldlank if this isnot the final voucher

for the AD-202.

Note: This field caronly be used for Types B, N, and C
authorizations issued for one traveler.

50. Approving Officer’s Signature. This block on
Form AD-616, Travel Voucher, does not appear on the
screen.

Approving Officer

51. SSN(required, numeric field; 9 positiongXey in
the social security number of the approving officer who
will sign the voucher.

52. Date Approved (required, numeric field;

6 positions) Key in the date, using the mm/dd/yy
format, the travel voucher is signed by the approving
officer.

Title (alphanumeric field; 20 positions maxkey in
the title of the approving officer.

Agency Code(required, alphanumeric field; 2 posi-
tions).Key in the code which identifies the approving
officer’s employing agency.
55. Contact Person, NameKey in the last name, first
name, and middle initial of the person to contact for
information regarding the voucher as described below.

Last (alphanumeric field; 17 positions maxkey in
the last name of the contact person, includintpeasf
such agdr, Sr, andll . Use a space in lieu of a hyphen,
apostrophe, period, etc., to separate the name.

First (alphanumeric field; 12 positions maxKey in

the first name of the contact person. If the first name

is initials or two or more names, use a space in lieu of

a hyphen, apostrophe, period, etc., to separate the
names.

Ml (alpha field; 1 position)Key in the middle initial

of the contact person.
56. Phone, Area Code & No. (numeric field;
10 positions) Key in the area code and telephone
number of the person to contact for information
regarding this voucher, if the phone number is different
than the approving officer’'s phone number.

Press [Enter] to move to Screen TV01106, Remarks —
AD-616, Temporary Duty TravelF{gure31). The
Remarks screen is used to record narrative information
that is pertinent to the voucher record.

Remarks (alphanumeric field; max. of 20 linegjey in
any additional information as required.

TV01106 REMARKS:

CLEAR= EXIT
ENTER= PROCESS

PF1= MENU
PF7= PREV

AD-616 - TEMPORARY DUTY TRAVEL

OVERTYPE FIELDS TO BE MODIFIED —— PRESS "Enter” KEY
PF9= HOLD

13:40:24 07/27/97

Figure 31. Screen TV01106, Remarks — AD-616, Temporary Duty Travel
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Press [Enter]. Screen TV01001, Identification using the instructions fgkeleasing A Temporary Duty

(Figure 6), is displayed with the messaBecument Is Travel Voucher for TRVL Processing

Ready To Be Released By An Approving Offaiahe

bottom of the screen. * To perform another function, press the applicable
function key. For instructions about other functions, see

* To add another document, repeat the above processthe applicable function heading (e.Brinting A Tem-

After adding all documents, print the document for sig- porary Duty Travel Voucher ) underAdding A Tempo-

nature of approving official, then release the document rary Duty Travel Voucher .
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Viewing, Modifying, And Deleting A executed on thesame day that the vouchers were
Temporary Duty Travel Voucher released to NFC. See instructions uridieeleasing A
Document .

To access the voucher (which is in pending or hold sta-

tus), follow the instructions provided below: At Screen TV02001, scroll through the list to locate the
applicable document.

At Screen TV00001, Travel System (TRVL) Menu

(Figure 5), key in11 at the Enter Task field and press e« To view or mod|fy the data, at the Sel f|dkéy in any

[PF11]. Screen TV02001, (Remote) Document Selec-  glphanumeric character to select the document and

tion List For Temporary Duty TraveFigure 32), is dis- press [Enter]. Screen TV01101, AD-616/Section A —

played listing all available documents. Documents that  |gentification igure 26) is displayed showing the

may be viewed, modified, or deleted are those that are  gata for the document selected. To make changes to

identified aspendingor on holdin the Current Status the document, follow the instructions undeiding
column. Documents that have already been released are A Temporary Duty Travel Voucher

identified ageleasedin the Current Status column.

Repeat this process to view or modify additional docu-
Notes: (1)Documents in a pending or hold status will ments.
remain that way indefinitely until the agency takes
action torelease the documents to NFC for processing ore To delete the document, at the Sel field, kePito

deletes the documents from the system. Documents that selectthe document and press [PF4]. The document is

have been released to NFC will appear on Screen deleted and the system confirms the delete action
TV02001 only on the day of release. When NFC exe-  wjth a message. Repeat this process until all docu-

cutes the nightly Travel System job, the released docu- ments have been successfully deleted.

mentswill be brought into the job stream for processing.

(2) Users may unrelease travel vouchers to makee To perform another function or exit the system, press
changes; however, this unrelease function aay be the applicable key shown at the bottom of the screen.

TV02001 NATIONAL FINANCE CENTER 13:40:43 07/27/97
TRAVEL SYSTEM (TRVL)
(REMOTE) DOCUMENT SELECTION LIST FOR TEMPORARY DUTY TRAVEL

SOCIAL AUTHORIZATION TYPE TRAVEL RELEASE CURRENT
SEL  SECURITY NUMBER TRAVEL DATE DATE  STATUS
XXX XX XXXX XXXXXXXXXXXXX DM 999999 999999 HOLD

PAGE: 0001
MAKE SELECTION THEN PRESS THE ENTER KEY OR PFKEY
CLEAR=EXIT PF1=MENU PF4=DELETE PF8= NEXT PAGE PF10= RELEASE
ENTER= PROCESS PF2= ADD DOC PF7=PREV PAGE PF9= UNRELEASE PF12=PRINT

Figure 32. Screen TV02001, (Remote) Document Selection List for Temporary Duty Travel
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Printing A Temporary Duty Travel To release a document, follow the instructions provided
Voucher below:

At Screen TV00001, Travel System (TRVL) Menu
(Figure 5,) key in11 at the Enter Task field and press
[PF11]. Screen TV02001, (Remote) Document Selec-

tion List For Temporary Duty TraveFigure 32), is dis-
At Screen TV00001, Travel System (TRVL) Menu played listing all available documents.

(Figure 5), key in11 at the Enter Task field and press

[PF11]. Screen TV02001, (Remote) Document Selec- At Screen TV02001, press [PF10]. Screen TV02100,
tion List For Temporary Duty TravelRigure 32), is dis-  (Remote) Document Selection List For Temporary Duty
played listing all available documents. Travel(Figure 33 ) (second release screen), is displayed.

To print the document, follow the instructions provided
below:

At Screen TV02001, scroll through the list to locate the At Screen TV02100, scroll through the list to locate the
applicable document. At the Sel field [Kpy in any  applicable document. At the Sel field [1], key in any
alphanumeric character to select the document ang@lphanumeric character to select the document and
press [PF12]. Screen TV02002, (Remote) Printer Des-Press [PF10].

tination ScreenFigure 25), is displayed. Use Screen

TV02002 to key in information for the printing destina- "€ messagBocument Has Been Releasgpears at
tion. See instructions undBrinting An Authorization/ the bottom of the screen. The status of the document as

Advance . shown inthe Current Status column changes fiféemd-
ing to Released

Releasing A Temporary Duty Travel Note: Multiple documents may be released in two ways:
Voucher (1) You may select documents one at a time and repeat

the process individually of2) you may select all the
Following are instructions to release a temporary duty documents at the same time and press [PF10] the exact
travel voucher to NFC for processing. Documents that number oftimes to correspond with the number of docu-
are ready for release are identifiedRending in the ments selected.
Current Status column. The release function can be
executedonly by approving officials and their desig- To return to Screen TV02001, press [PF12].
nees. For this reason, some users will have access to the
data entry screens but will not have the authority to * To exit, press the applicable key shown at the bottom
release the documents once entry has been completecbf the screen.

TV02100 NATIONAL FINANCE CENTER 13:41:32 07/27/97
TRAVEL SYSTEM (TRVL)
(REMOTE) DOCUMENT SELECTION LIST FOR TEMPORARY DUTY TRAVEL

SOCIAL AUTHORIZATION TYPE TRAVEL RELEASE CURRENT
SEL  SECURITY NUMBER TRAVEL DATE DATE  STATUS
XXX XX XXXX XXXXXXXXXXXXX DM 999999 999999 HOLD

PAGE: 0001
MAKE SELECTION THEN PRESS THE ENTER KEY OR PFKEY
CLEAR= EXIT PF7= PREV PAGE PF10= RELEASE
PF1 = MENU PF8= NEXT PAGE PF12= RETURN

Figure 33. Screen TV02100, (Remote) Document Selection List For Temporary Duty Travel
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Unreleasing A Temporary Duty Travel
Voucher

Following are instructions teeverse the releaseof a
travel voucher document. Documents that have been
released for NFC processing are identifiedRateased

in the Current Status colum@aution: This function

can be executednly on thesame daythat the travel
voucher was released to NFC.

To access the document, follow the instructions pro-
vided below:

At Screen TV00001, Travel System (TRVL) Menu
(Figure 5), key in11 at the Enter Task field and press
[PF11]. Screen TV02001, (Remote) Document Selec-

Updated 8/2/01

s Manual Title VI

Chapter 6
Section 1

tion List For Temporary Duty TraveFigure32) is dis-
played listing all available documents.

At Screen TV02001, scroll through the list to locate the
applicable document. At the Sel field [Key in any
alphanumeric character to select the document and
press [PF9]. The messaBecument Has Been Put On
Pending Statuappears at the bottom of the screen. The
status of the document as shown in the Current Status
column changes froReleasedo Pending

To reverse multiple documents, repeat this process indi-
vidually until all documents have been successfully
unreleased.

* To perform another function or exit, press the appli-
cable key shown at the bottom of the screen.
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Adding A Relocation Travel Voucher First (alphanumeric field; 12 positions maxkey in
(For DOJ Users Only) the first name of the traveler.

Voucher (Relocation) is Option (Task) 12 on the Travel ~ MI (alphanumeric field; 1 position)Key in the
System (TRVL) MenuFigure 5). DOJ personnel use middle initial of the traveler.

this option to add, view, change, delete, release, and o .
print relocation travel vouchers. 4. Agency Code(alphanumeric field; 2 positions).

Key in the agency code of the traveler's employing

To select this option, key ih5 at the Enter Task field. ~ a9€ncy.

Note: DOJ personnel access this option differently than

NFC personnel. DOJ users keyli, instead of 12, to 5. Agency OON(alphanumeric field; 10 positions).

select this option. DOJ users should make a special noteThe agency’s originating office number (OON) is

of this change sincg5 is not displayed on the menu.  system generated from the data entered on the TRVL
Signon ScreergFigure 3). Key in a different OON, if

Instructions follow for selecting and using the functions necessary.

in this option.

6. Traveler OON (alphanumeric field; 10 positions).
Key in the traveler©ONonly if it is different than the
"agency OON.

At the Travel System (TRVL) Menu, key (42) 15at
the Enter Task field and press [Enter]. Screen TV01201
AD-616R/Section A-ldentification, Relocation

(Figure 34), is displayed. This screen is the first of five ) )
screens used to key in AD-616R data. 7. Travel Dates.Key in the travel dates as described

below:
Complete the fields as follows:
From (date field; mm/dd/yy)Key in the beginning

1. Authorization No (alphanumeric field; date of travel.

13 positions) Key in the travel authorization number of

the agency paying for the relocation travel. e For Type Claim RI (Relocation Income Tax) and
SR (Supplemental RIT), key in January 1st of the tax

2. Social Security No(humeric field; 9 position)s year for which the claim is being filed.

Key in the social security number of the traveler.
* For Type Claim RC (Relocation Contract), key in the
Note: Press [Enter] to system generate data. date the invoice was received by the agency.

3. NameKey in the name of the traveler as described  Thru (date field; mm/dd/yyKey in the ending date
below: of travel.

Last (alphanumeric field; 17 positions mguKey in * For Type Claim Rl and SR, key in December 31st of

the last name of the traveler. the tax year for which the claim is being filed.
TV01201 AD-616R/SECTION A — IDENTIFICATION 14:26:52 08/04/97
RELOCATION
1 .AUTHORIZATION NO: 2. SOCIAL SECURITY NO:
3.NAME >> LAST: FIRST: MI:
4. AGENCY CODE: 5. AGENCY OON :
6. TRAVELER OON: 7. TRAVEL DATES >>FROM: THRU:
8. TYPE CLAIM: 9. RECLAIM AMOUNT:
10. DATE REPORTED: 11. LEAVE TAKEN: (Y/IN)
CITY ST

12. OFFICIAL DUTY STATION >>
13. RESIDENT >>
14. TOTAL NIGHTS LODGING:  15. NUMBER OF NIGHTS IN APPROVED ACCOMMODATIONS
PER THE FIRE SAFETY ACT STANDARDS:
SECTION B — MAILING ADDRESS OPTIONS
16 THRU 19 (Y/N)>> SALARY CHECK: SPECIAL:
T&A CONTACT POINT:  TRAVEL EFT ACCT:
ADDRESS:
ADDRESS:
CITY: STATE: ZIP CODE:
ENTER REQUIRED DATA — PRESS "Enter” KEY TO PROCESS/ADD
CLEAR=EXIT PF1=MENU PF5=AUTH PF9=HOLD PF11=SELECT DOC
ENTER= PROCESS PF2=INQ PF8=HOLD & EXIT PF10=INIT

Figure 34. Screen TV01201, AD-616R/Section A — Identification, Relocation

Updated 8/2/01 75



Title VI Systems Access Manual
Chapter 6 Travel And Transportation
Section 1 Travel Online Data Entry

 For Type Claim RC, key in the payment due date, if 10. Date Reported(date field; mm/dd/yy Key in the

a due date is shown, on the relocation company’sdate that the employee actually reported for duty at the
invoice. If no due date is shown, key in the same datenew official duty stationNote: No entry is required for
shown in the From field. Type Claim HH.

8. Type Claim (alpha field; 2 positions)Key in the 11. Leave Taken (alphanumeric field; 1 position).
type claim code for the travel. The available codes areKey in Y (yes) if annual or sick leave was takenNor

shown below: (no) if leave was not taken.
HH  Househunting 12. Official Duty Station. Key in the official duty
TS  Transfer of station station of the traveler's employing agency as described
RC Relocation Contract below.
RI Relocation Income Tax (RIT)
SR Supplemental RIT City (alphanumeric field; 20 positions maxey in
OT Outside Continental U.S. transfer the city of the official duty station of the traveler’s
FT  Foreign transfer employing agency.
RT  Return transfer St (alphanumeric field; 2 positions)ey in the
Note: Type Claims FT and RT aret preprinted on the 2-position state abbreviation code or 2-positifpha

AD-616R. These two type claims will be included on country code where the employee is now stationed.
the Form AD-616FR, Travel Voucher (Foreign Reloca- 13 ResidentKey in the traveler’s residence location.
tion/Entitlement Travel), that is scheduled for imple- ¢t is the same as that of the official duty station, key in
mentation irPhase 2 of the unified system. Until Phase 2 g (for same) and press [Tab].

is implemented, agencies will use the Form AD-616R

to claim foreign relocation/entitlement travel expendi-  city (alphanumeric field; 20 positions maxey in
tures. the city of the traveler’s residence address.

St (alphanumeric field; 2 positionsKey in the
2-position state abbreviation code or 2-positifpha
O For Type Claim RI and SR, complete Sections A, B,  country code where the employee is now stationed.

E, and F. For Type Claim Rl and SR tiseSpecial Ad- . . - .
dress option in Section B. If the employee wishes to 14. Total Nights Lodging (numeric field; 3 positions

apply all or part of the RIT claim to an outstanding max.).Key in the total number of nights lodging, if the

advance balance, complete Fields 44 and 45 in Sectiorfr@veler incurred sqbsistence, including those where
D. If the employee wishes to apply all or part of the RIT €XPenses were not incurred.

claim to an outstanding bill for collection, complete
Field 46, including the bill number. Agencies should
note that when completing Section E, Field 51 must be
checked and the accounting to which the RIT claim is
to be charged must be shown. Key dne line of
accountingonly.

General Guidelines For Type Claims

15. Number of Nights In Approved
Accommodations Per The Fire Safety Act Standards
(numeric field; 3 positions max.Key in the total
number of nights spent in public accommodations that
comply with standards set forth in the Hotel and Motel

Fire Safety Act of 1990.
Note: Remember, taxes are withheld before monies are

applied to outstanding advance balances or bills for

X Section B — Mailing Address Options
collection.

Section B is used to indicate the appropriate mailing

O For Type Claim RC, complete Section A, Fields 26 address for the travel reimbursement. Travelers may
and 28. and Sections’E and E. Attach the,invoice angselect only one of the travel voucher mailing address
supporting documentation from the relocation company options explained below.

to the voucher. 16 THRU 19(alphanumeric field; 1 positionKey inY

Note: The completion of Field 52, Claimant's Signa- (yes) inone of the following Mailing Address Options
ture, and Field 53, Date, aoptional for Type Claim fields to indicate where the payment should be sent. The

RC. fields are described below:

9. Reclaim Amount Leave this field blankAll Salary Check (alpha field; 1 position)Key in'Y to
reclaim vouchersmust be mailed to NFC for route the reimbursement to the address or electronic
processing. funds transfer (EFT) routing number where the
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employee normally receives his or her salary pay-
ment.

This option is only available to those employees who
are payrolled by NFC and have receiee@ or more
salary payments from NFC.

Special(alphanumeric field; 1 positionKey inY to

route the reimbursement check to an address other
than the traveler’s salary address, travel EFT
account, or T&A contact point location (including
foreignaddresses for Types FT and RT travel). Key in
the special address on the lines provided in this sec-
tion as described below. Do not show the traveler’s
name on the address lines; the name will be generated
by the system. This option can be usealyravel-

ers.

Note: Caution should be used to ensure that the
address is complete and accurate for proper delivery
of the check.

Address (alphanumeric field; 35 positions max.)
Key in the street address and/or box number to be
used for mailing the voucher payment.

Address (alphanumeric field; 35 positions maxlj
additional space is needed for the street address and/
or box number, use this line.

City (alphanumeric field; 20 positions maxey in
the name of the city to which the voucher payment
will be mailed.

State (alphanumeric field; 2 positionsKey in the

Title VI
Chapter 6
Section 1

ZIP Code (nhumeric field; 9 positions max.Key in

the ZIP code of the location to which the voucher pay-
ment will be mailed. Danot enter punctuation or
spaces.

Example:
701600001

Key in the ZIP code 70160-0001 as

Note: When entering a foreign address, key in the
foreignstreet address in the first Address field. Key in
the foreign city name in the second Address field.
Key in the foreign country name and ZIP code (if
any) in the City field. Leave the State and ZIP Code
fields blank.

T & A Contact Point (alphanumeric field; 1 posi-
tion). Key inY to route the reimbursement to the trav-
eler’'s T&A contact point address. Thaption isonly
available to those employees who are payrolled by
NFC and have receivexhe or moresalary payments
from NFC.

Travel EFT Acct (alphanumeric field; 1 position).
Key inY to route the travel reimbursement to an EFT
account other thathe salary account. Then key in the
code used to identify the EFT account on the first Ad-
dress field. This code consists of a 9-position routing
number for the financial institution; a 1-position al-
pha character for the account tyge for checking
andsS for savings); and the traveler’s account number
(not to exceed 25 positions). Leave all other Address
fields blank. Do not show spaces or special charac-
ters in the EFT account code. This option can be used
by all travelers.

Example: Key in the EFT account code as
123456789C12345...

abbreviation for the state to which the voucher pay- Press [Enter] to move to Screen TV01202, Transporta-

ment will be mailed.

tion Costs, Relocation (Continue@igure 35).

TV01202
RELOCATION (CONTINUED)
PAYMENT

CARRIER NUMBER

TOTALS:

SECTION D — CLAIMS
26. TOTAL SALES PRICE FORMER RESIDENCE:
27. TOTAL PURCH PRICE OF NEW RESIDENCE:
A. APPRAISED: B. AMENDED:
ENTER DATA THEN SELECT OPTION
CLEAR= EXIT PF1= MENU
ENTER= PROCESS PF7= PREV

AD-616R/SECTION C — TRANSPORTATION COSTS

20. METHOD OF 21. VENDOR/ 22. IDENTIFICATION 23. CAR RENTAL
MILES DAYS

25. AIRLINE ACCOMMODATION>EXCESS FARE: (Y/N) NON CONTRACT:

28. EXPENSES CLAIMED BY RELOCATION SERVICES COMPANY >>

C. CANCEL:

PF8= HOLD & EXIT
PF9= HOLD

14:32:27 08/04/97

24. AMOUNT

(0,1,2,3,SPACE)

Figure 35. Screen TV01202, AD-616R/Section C — Transportation Costs, Relocation (Continued)
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Complete the fields as follows: the number of per diem days and/or the number of ac-

tual subsistence days claimed on the voucher.

Section C — Transportation Costs Example: Key in 7 days ag

This section is used to record information pertaining to

common carrier tickets and commercial vehicles rented 24. Amount (numeric field; 7 positions max.JFor

in conjunction with official travel. Use a separate line to each incidence of common carrier transportation and
enter each ticket purchase and each incident of carcar rental, key in the amount paid, regardless of the
rental. payment method used.

20. Method Of Payment (alphanumeric field; Totals (numeric field; 7 positions maxHKey in the total
2 positions) Key in the code from the list below that amount paid for transportation tickets and/or car rental.
identifies the method the traveler has used to purchase

the transportation tickets and/or rental vehicle. 25. Airline Accommodations
. _ Excess Fargalphanumeric field; 1 positionKey in

cC Government contractor |_ssued credit card Y to indicate that the use of higher cost accommoda-
GV Government Transportation System tions, such as first class or business class, were autho-

(GVTS) ) rized in accordance with the FTR. Otherwise, leave
TR Government Transportation Request this field blank.

(GTR)
CH Cash Non-contract (numeric field; 1 position)Key in the

appropriate code from the list below, to indicate that
the use of a non-contract airline has been approved
and justified in accordance with the FTR. Otherwise,
leave this fieldblank.

Note: If car rental is entered, the method of payment
must be CC or CH.

21. Vendor/Carrier (alphanumeric field; 2 positions)

For each method of payment indicated, key in the code 1  Space not available on contract airline
for the name of the vendor who provided the 2 Schedule of flights on contract airline
transportation or re_ntal v_ehl_cle to the traveler._ 'I_'he inconsistent with Government policy
airline carrier code is the initials shown on the airline ) )

ticket. The rental vehicle vendor code is the first two 3  Cost comparison substantiates use of

letters of the vendor’s name. non-contract airline

Section D — Claims

22. Identification Number (alphanumeric field; ) . _
This section is used to compute the total claim amount.

13 positions max.) Key in the appropriate

identification number for the rental vehicle and/or 26. Total Sales Price Former Residencénumeric
transportation tickets. For car rental, key in the f I.d' 8 i Kev in th | : f th
statement number from the car rental agreement. For'€'d, © Positions max.)Key In the sales price of the
transportation tickets purchased by GTR, key in the residence at the_ forr_ner qﬁ|C|aI station, If r_eal estate
expenses in conjunction with the sale are being claimed

GTR number. For tickets purchased by GVTS, h her. This includ ble t
Government contractor—issued charge cards, or cash® e voucher. ThiS includes expenses payable 10 a
relocation services company (Field 28).

key in the ticket number.

Note: Do not show the GVTS account number or credit Example: Key in $80,000.00 28000000

card number on the voucher. 27. Total Purch Price Of New Residencg¢numeric
) o . field; 8 positions max.Xey in the purchase price of the
23. Car Miles (numeric field; 5 positions maxfror residence at the new official station, if real estate

each incidence of car rental, key in, whole miles expenses incurred in connection with the purchase are
only, the total number of miles driven in the rental car. ¢j3imed in the Purchase field (Field 30B).

Example: Key in 400 miles ag00 Example: Key in $87,000.00 a8700000
Rental Days (humeric field; 3 positions max.ror 28. Expenses Claimed By Relocation Services
each incidence, key in, imhole daysonly, the num- Company. The following fields are used for Type

ber of days the rental car was used by the traveler. TheClaim RC (Relocation Contract) to reimburse a
number of days entered for car rental cannot exceedrelocation firm for relocation services rendered. After
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keying in the data, go to Section E — Classification.
Complete the fields as follows:

A. Appraised (humeric field; 7 positions max.)
Key in the fee payable to the relocation services com-

s Manual Title VI
Chapter 6

Section 1

Complete the fields as follows:

Expenses Claimed By Employe€This part of Section
D is used to record the expenses payable to the traveler.

pany for the purchase of the employee’s residence at29. Outside CONUS Subsistence.This field is

the old official duty station, if the fee is based on the
appraisedvalue of the residence. The state in which
the home is located governs the fee.

Example: Key in $20,000.00 a2000000

B. Amended(numeric field; 7 positions maxkey

in the fee payable to the relocation services company
for the purchase of the employee’s residence at the
old official duty station, if the fee is based on an
amendedvalue of the residence. The state in which
the home is located governs the fee.

Example: Key in $17,000.00 at700000

C. Cancel (numeric field; 7 positions max.)f
relocation services are cancelled, the firm may be
reimbursed for justifiable fees. Key in the sum of all
such fees.

Example: Key in $3000.00 a800000
Press [Enter] to move to Screen TV01203,

AD-616R/Section D — Claims, Relocation (Continued)
(Figure 36 ).

completed for OT Type Claimsnly to summarize
outside CONUS subsistence. The locations, the number
of days spent in each location, and the amount claimed
for each location will be shown. This information will
be systematically compared to authorization data in the
Travel System and locality per diem rate tables in the
Table Management System (TMGT). Key in each loca-
tion where the traveler incurred subsistence expenses.

City (alphanumeric field; 20 positions maxkey in
the city name where the traveler incurred subsistence
expenses.

State (alphanumeric field; 2 positionsKey in the
2-position state abbreviation code of the location.

No Days(alphanumeric field; 5 positions maxkey
in the number of days authorized for subsistence for
each locality.

Amount (numeric field; 7 positions maxRey in the
subsistence expenses claimed for each locality.

Total Outside CONUS Subsistencénumeric field;
7 positions max.Key in the sum of the amounts for
each enroute locality.

AD-616R/SECTION D — CLAIMS
RELOCATION (CONTINUED)

TV01203

EXPENSES CLAIMED BY EMPLOYEE >>

29. OUTSIDE CONUS SUBSISTENCE >>
CITY STATE

TOTAL OUTSIDE CONUS SUBSISTENCE

ENTER DATA THEN SELECT OPTION
CLEAR= EXIT PF1= MENU
ENTER= PROCESS PF7= PREV

PF8=

14:32:43 08/04/97

NO DAYS AMOUNT

PF9= HOLD

HOLD & EXIT

Figure 36. Screen TV01203, AD-616R/Section D — Claims, Relocation (Continued)
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Example: Key in $1027.39 a$02739

Press [Enter] to move to Screen TV01204, AD—616R/
Section C, Claims, Relocation (Continu¢dyure 37).

Use Screen TV01204 to continue keying in expenses
payable to the employee.

Complete the fields as follows:

30. Real EstateThis field is completed to reimburse
the traveler for real estate expenses. If real estate
expenses are claimed, Screen TV01301, AD-424,
Employee Figure 40) will be automatically displayed
after the last AD-616R screen.

A. Sale (numeric field; 7 positions maxKey in the

total amount of real estate expenses incurred in connec-
tion with the sale of the residence at the old official sta-
tion.

Example: Key in $8,162.21 a816221

B. Purchase(numeric field; 7 positions maxKey in

the total amount of real estate expenses incurred in con-
nection with the purchase of a residence at the new offi-
cial station.

Example: Key in $4,027.39 a402739
C. Lease(numeric field; 7 positions max.ey in
the amount paid by the employee to terminate a lease

at the old official statiorpIf this amount is entered,
Field 30A must bdlank. .

Example: Key in $927.16 a82716

31. Per Diem

No. of Days(numeric field; 5 positions maxKey in

the total number of per diem days. Record fractional
days using?5, 50, and75. Record whole days using
00 behind the whole number.

Example: Key in 2 whole days &0G; 3 1/4 days as
325

No. of Travelers (numeric field; 5 positions max.).
Key in the total number of travelers claiming per
diem on the voucher.

Example: Key in 1 asl

Lodging & IE Amount (numeric field; 7 positions
max.).Key in the total amount of per diem claimed
for reimbursement of lodging and incidental
expenses.

Example: Key in $41.50 ad4150
Meals Amount (numeric field; 7 positions max.).
Key in the total amount of meals claimed for reim-

bursement.

Example: Key in $18.00 a4800

32. Mileage

Rate (numeric field;4 positions max.Key in the
mileage rate claimed for the househunting trip or
transfer in accordance with the FTR. A maximum of
4 rates may be entered.

Example: Key in 15¢ ad50

TV01204 AD-616R/SECTION D — CLAIMS
RELOCATION (CONTINUED)
30. REAL ESTATE >> A. SALE: B. PURCHASE:
31. PER DIEM >>NO. OF DAYS: LODGING & IE
NO. OF TRAVELERS: MEALS
32. MILEAGE >> RATE: MILES:
RATE: MILES:
RATE: MILES:
33. PARKING, TOLLS, ETC:
34. PLANE, BUS, TRAIN:
35. UNACCOMPANIED BAGGAGE:
36. LOCAL TRANSPORTATION:
37. MISCELLANEOUS ALLOWANCE:
38. CAR RENTAL:

1ST 30 DAYS:
OVER 30 DAYS:
41. TEMPORARY QUARTERS >>
NO. DAYS: NO. OCCUPANTS:
ENTER DATA THEN SELECT OPTION
CLEAR= EXIT PF1= MENU
ENTER= PROCESS PF7= PREV

14:32:58 08/04/97
AMOUNT
C. LEASE:

39. SHIPMENT OF HOUSEHOLD GOODS>> TOTAL WEIGHT:
40. STORAGE OF HOUSEHOLD GOODS >> TOTAL WEIGHT:

PF8= HOLD & EXIT
PF9= HOLD

NO DAYS:

Figure 37. Screen TV01204, AD-616R/Section D — Claims, Relocation (Continued)
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Miles (numeric field; 4 positions maxey in the
total number of miles driven at each rate.

Example: Key in 326 as326

Mileage Amount (numeric field; 7 positions max.).
Multiply each rate by the applicalit@mber of miles.

Add the resulting products together and key in the cu-

mulative total of mileage claimed.
33. Parking, Tolls, Etc. Amount (numeric field;
7 positions max.)Key in the total amount of parking,
tolls, etc., claimed.

Example: Key in $21.00 a2100

34. Plane, Bus, Train Amount (optional, numeric
field; 7 positions max.)Key in the total amount of

common carrier transportation costs claimed. A ticket,

coupon, or other receipt is required.
Example: Key in $383.00 a88300

Note: Do not claim reimbursement of transportation
tickets purchased through GVTS or by GTR.

35. Unaccompanied Baggage Amount(numeric
field; 7 positions max.)Key in the total amount of

unaccompanied baggage charges claimed. A receipt

must be attached to support the claim.

Example: Key in $50.00 a5000
36. Local Transportation Amount (numeric field;
7 positions max.)Key in the total amount of local
transportation charges claimed.

Example: Key in $45.00 a4500
37. Miscellaneous Allowance Amount (humeric
field; 7 positions max.)Key in the total of the
miscellaneous expenses/allowance amount claimed.

Example: Key in $700.00 ag0000

38. Car Rental Amount (numeric field; 7 positions

max.). Key in the total amount of car rental expenses
claimed. A receipt and copy of the rental agreement for
each incidence of car rental is required to substantiate

the car rental expense.

Example: Key in $101.62 a40162
39. Shipment Of Household Goods

Total Weight (numeric field; 5 positions maxKey

in the total weight of household goods shipped.

Updated 8/2/01

Title VI
Chapter 6
Section 1

Weight receipts for the goods shipped must be
attached to the AD-616R.

Example: Key in 16,000 pounds d$000

Amount (numeric field; 7 positions maxRey in the
total amount claimed for reimbursement of shipment
of household goods expenses.

Example: Key in $7976.00 ag97600

40. Storage Of Household Goods

Total Weight (numeric field; 5 positions maxKey in
the total weight of household goods claimed for storage.

Example: Key in 8000 a8000

No Days(numeric field; 4 positions maxKey in the
number of days, iwhole days claimed for storage of
household goods.

Example: Key in 30 days of storage 88

1st 30 Days Amouni(numeric field; 7 positions max.).
Key in the amount claimed for reimbursement of stor-
age costs for household goods incurred for the initial 30
day period.

Example: Key in $899.30 a89930

Over 30 Days Amount (numeric field; 7 positions
max.).Key in the amount claimed for reimbursement of
storage costs for household goods incurred over 30
days.

Example: Key in $713.50 ag1350

41. Temporary Quarters.

No. Days (numeric field; 3 positions max.Key in

the number of days, whole days claimed for tem-
porary quarters as shown on the AD-5B#h(bit 2),
Expense Record for Temporary Quarters. The
AD-569must be attached to the AD-616R.

Example: Key in 24 days a4

Note: Domestic temporary quartecsinnot exceed
120 days; foreign temporary quarteesinot exceed
150 days.

No. Occupants (numeric field; 3 positions max.).
Key in the number of occupants, including the
employee shown on the AD-569. The AD-56%ust

be attached to the AD-616R.

Example: Key in 3 as3
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Amount (numeric field; 7 positions maxKey in the
total amount claimed for all days of temporary quar-
ters as shown on the AD-569. The AD-5069st be
attached to the AD-616R.

Example: Key in $1335.78 a$33578
Press [Enter] to move to Screen TV01205,
AD-616R/Section D — Claims, Relocation (Continued)
(Figure38).

42. Relocation Income TaxLeave this field blank.

Note: If the voucher is a RIT claim, NFC will com-

travel reimbursement that is to be applied to the
outstanding advance balance.

Note: Taxes are withheld before monies are applied to
outstanding advance balances or bills for collection.

46. Bill For Collection (numeric field; 7 positions
max.) If the traveler has been issued a Bill for
Collection by NFC for travel (i.e., overpayment of a
travel voucher), the traveler may repay all or a portion
of this bill through use of this field. Key in the amount
that is to be applied to the bill.

pute the RIT allowance based upon RIT data keyed inNote: Taxes are withheld before monies are applied to

on the AD-1000 screen. Screen TV01401M,
AD-1000, Relocation Income Tax Claifidure 44 )
will be automatically displayed after the last
AD-616R screen.

43. Total Claim (required, numeric field; 8 positions
max.) Key in the sum of all dollar amounts shown in
Fields 29 through 41.

Example: Key in $11,389.62 a$138962
Note: If the voucher is a RIT claim, leave Field 43
blank; NFC will calculate and key in the total claim
amount.
44. Travel Advance Amount Outstanding(numeric
field; 7 positions max.)Key in the travel advance
amount outstanding at the time of voucher preparation.

Amount Of Voucher To Be Applied

45. Outstanding Advance Amount(numeric field;
7 positions max.)Key in the amount of the relocation

outstanding advance balances or bills for collection.

Bill Number (alphanumeric field; 10 positions
max.) Key in the Administrative Billings and Collec-
tions (ABCO) bill numbeto which a portion of the
Total Claim amount will be applied.

47. Additional Advance Amount Repaid (numeric
field; 7 positions max.)Key in the amount of advance
repaid by the traveler with a check or money order. Be
sure tosecurely attachthe check or money order to the
front of the AD—616R before submission to NFC.

48. Remaining Advance Balance(numeric field;

7 positions max.)Key in the travel advance balance
that remains outstanding after subtracting the amounts
in Fields 45 and 47.

49. Net To Traveler (required, numeric field;
8 positions max.Key in the amount of the claim to be
paid to the traveler. This field must be lefank for
Type Claim RI.

TV01205 AD-616R/SECTION D — CLAIMS
RELOCATION (CONTINUED)
AMOUNT

42. RELOCATION INCOME TAX:
43. TOTAL CLAIM:

AMOUNT OF VOUCHER TO BE APPLIED >>
45. OUTSTANDING ADVANCE AMOUNT:
46. BILL FOR COLLECTION:

BILL NUMBER:

47. ADDITIONAL ADVANCE AMOUNT REPAID:
48. REMAINING ADVANCE BALANCE:

49. NET TO TRAVELER:

ENTER DATA THEN SELECT OPTION

CLEAR= EXIT PF1= MENU
ENTER= PROCESS PF7= PREV

14:34:00 08/04/97

44. TRAVEL ADVANCE AMOUNT OUTSTANDING:

PF8= HOLD & EXIT
PF9= HOLD

Figure 38. Screen TV01205, AD-616R/Section D — Claims, Relocation (Continued)
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Press [Enter] to move to Screen TV01206, AD-616R/ 13 Rest and recuperation
Section E — Accounting Classification, Relocation )
(Continued) Figure39 ). Use Screen TV01206 to key in 14 Educational

accounting and ceriification information. Accounting Classification (alphanumeric field;

35 positions max.Key in the agency assigned man-
agement or accounting classification code, which
will be charged for the travel. Up to 7 accounting
codes may be used.

Complete the fields as follows:

Section E — Accounting Classification
Section E is completed to indicate the accounting that

will be charged for the travel expenditures. Note: Do not skip a line between multiple lines of
) accounting.
Accounting
o e . e If a document control number (DCN) (as assigned
50. Authorization (alphanumeric field; 1 position) through NFC’s Funds Control System) is used with the

Key in Y to charge the total voucher claim to the accounting code, it must be placed at the end of the
accounting and purpose code(s) from the corresponding

AD-202. Do not complete any other information in accounting code.

Section E. Proceed to Section F. Example: If the accounting code is 12345678 and the

Note: If the exact accounting data, including the pur- DCN is 0001, key 123456780001

pose code(s), as shown on the AD-202 will not be used,

follow the instructions for Field 51. * If the accounting is for an agency other than the trav-

eler's employing agency, the accounting must be

51. Distributed (alphanumeric field; 1 position max.) entered_in a special manner. In these instances, key in
Key inY to distribute the voucher claim todiferent the paying agency's accounting code and follow the
accounting classification code(s) and/or a different accountingcode with a slash (/). immediately behind the
purpose of travel code(s) than the one(s) indicated onSlash, key in the 2-position agency code that identifies
the corresponding AD—202. Then complete the Purposeth® paying agency and directly behind the agency code

Code, Accounting Classification, and Percentage fields k€Y in the 4-position accounting station code of the pay-
according to the instructions below. ing agency. Do not space between the agency code and

the accounting station code. Follow this procedure if

Purpose Code(numeric field; 2 positionsKeyina  Mmultiple accounting codes are to be charged.
purpose of travel code, from the list below, for each
line of accounting that will be charged. Each line of ~ Example: If an employee works for the Forest Ser-

accountingmust have a corresponding Purpose Code.  Vice (Agency Code 11) but is traveling for NFC and
NFC will be paying for the trip (Agency Code 90,

Accounting Station Code 0010, Accounting Code

6 Relocation 99999999), the accounting section should be com-
7  Entitlement travel pleted as follows:
12 First post of duty 99999999/900010

TV01206 AD-616R/SECTION E — ACCOUNTING CLASSIFICATION 14:35:26 08/04/97
RELOCATION (CONTINUED)

ACCOUNTING >> 50. AUTHORIZATION: (Y/N) 51. DISTRIBUTED: (Y/N)

PURPOSE CODE ACCOUNTING CLASSIFICATION PERCENTAGE

THESE PERCENTAGES MUST EQUAL 100 PCT
SECTION F — CERTIFICATIONS

53. CLAIMANTAS DATE: 54. FINAL VOUCHER:  (Y/N)
APPROVING OFFICER >> 56. SSN: 000 00 0000

57. NAME >> LAST: FIRST: MI:

TITLE: AGENCY CODE:

58.DATE APPROVED: 59. PHONE >> AREA CODE & NO:( )

CONTACT PERSON >> 60.NAME >>LAST: FIRST: MI:
61.PHONE >>AREA CODE & NO: ()

OVERTYPE FIELDS TO BE MODIFIED —— PRESS "Enter” KEY
CLEAR= EXIT PF1= MENU
ENTER= PROCESS PF7= PREV PF9= HOLD

Figure 39. Screen TV01206, AD-616R/Section E — Accounting Classification, Relocation (Cont'd)
Updated 8/2/01 83
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« If multiple agencies other than the employing agency 56. SSN(required, numeric field; 9 positionsXey in
are responsible for the cost of the trip, show each agencythe Social Security Number of the approving officer
on a separate line following the procedures stated in thewho will sign the voucher.

above paragraph. If the employing agency is paying for

part of the trip along with another agency or agencies, 57- Name.Key in the name of the approving officer as
key in the employing agency’s accounting on one line described below:

(without the slash, agency code, and accounting station) e . )
and follow the above procedure for all agencies other ~Last (alphanumeric field; 17 positions maxgey in
than the employing agency. the last name of the approving officer.

o N First (alphanumeric field; 12 positions maxdey in
Percentage(alphanumeric field; 3 positions max.) the 9-position DOJ Bar Code, if applicable. Other-

to be distributed to each individual line of account-

ing. Percentages must be entered/lasle numbers MI (alphanumeric field; 1 position)Key in the
middle initial of the approving officer.

Example: Key in 80% as30 ) L - .
Key in 20% a0 Title (alphanumeric field; 20 positions maxkey in

the 9-position DOJ Certifying Officer Number (i.e.,
the 5-digit certifying officer number reported by NFC
followed by the first 4 letters of the certifying offi-
cer’s last name (e.dl2345SMIT). The number is not
displayed. This number does not appear on any
Section F — Certifications reports or inquiry screens.

Section F izompleted by the traveler and the approving  Agency Code(required, alphanumeric filed; 2 posi-
official after all other sections of the form have been tions).Key in the code which identifies the approving
completed. Completion of this section serves as certifi-  officer’s employing agency.

cation that all entries have been reviewed and verified as ) ) ]
reasonable in accordance with regulations published in98. Date Approved (required, numeric field;

the FTR and that all required documentation is attached.6 Positions) Key in the date, in the mm/dd/yy format,
that the travel voucher is signed by the approving

officer.

Note: Do not key in dollar amounts or percentage
signs. The sum of the individual percentages must
equal 100 percent.

53. Claimant's Date (required, numeric field;

6 positions) The claimant must key in the date the
travel voucher is signed using the mm/dd/yy format.
The date the claimant signed the form is optional for
Type Claim RC vouchers.

59. Phone Area Code & Ndrequired, numeric field;
10 positions) Key in the area code and telephone
number of the approving officer.

: Contact Person
Example: Key in 060296to record June 2, 1996.

60. NameKey in the name of the person to contact for
information regarding the voucher, if this person is
someone other than the approving officer.

54. Final Voucher (optional, numeric field,;

1 position) Key in aY if this is the final voucher being
filed against the corresponding AD—202. If Y is keyed
in, the authorization will expire, and for those agencies
that obligate, all remaining funds will be deobligated.
Key in anN or leave this bloclblank if this is not the
final voucher for the AD-202.

Last (alphanumeric field; 17 positions maxkey in
the last name of the contact person.

First (alphanumeric field; 12 positions maxdey in
the 9-position DOJ Bar Code, if applicable. Other-

Approving Officer. Complete the following fields wise, key in the first name of the contact person.
about the individual who is authorized to approve the
voucher. MI (alphanumeric field; 1 position)Key in the

middle initial of the contact person.
Note: If the individual who will sign the voucher is serv-
ing as an acting approving officer, the agemayst 61. Phone Area Code & No (numeric field;
show theacting individual’s name, title, and social 10 positions) Key in the area code and telephone
security number in Section F. Dmt show the name, number of the person to contact for information
titte, and social security number of the individual for regarding this voucher, if the number is different than
whom he/she is acting. the approving officer’s number.
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After keying in the data, press [Enter].

Title VI
Chapter 6
Section 1

Screen TV05301 is the first of 4 screens for keying in
AD-424 data.Caution: When recording these dollar

* If Field 26 (above) indicates that real estate expensesamounts, the system automatically considers the last 2

are payable to the traveler,
AD-424/Section A—Employee(Figure 40), is dis-
played. To key in real estate information, geling
Form AD-424 Real Estate Data , below

e If you keyed inRI in Field 7 (above), Screen
TV01401M, AD-1000, Relocation Income Tax Claim

Screen TV01301, digits of the amount as centSo not use a decimal
between dollars and cents.

Example: Key in $175.37 a87537

Complete the fields as follows:

(Figure 44), is displayed. To key in RIT information, see Name

Adding Form AD-1000 Data For Relocation Income
Tax Claims .

* If Field 26 (real estate expenses) is blank or Field 7
does not indicate a RIT claim, Screen TV01201,
AD-616R/Section A-ldentification, Relocation
(Figure 34), is displayed with the messaDecument Is
Ready To Be Released By An Approving Official

— To add another document before releasing, repeat the
Mailing Address

process undekdding A Relocation Travel V_oucher .
After keying in and approving all documents, release
them using the instructions undegleasing A Docu-

ment For TRVL Processing .

— To perform another function, press the applicable
function key. For instructions about other functions,
see the applicable function heading (eRginting A
Relocation Travel Document ).

Adding Form AD-424 Real Estate Data

If the relocation travel voucher claim includes real

estate expenses (Field 26 on the AD—616R), Screen

TV01301, AD-424/Section A—Employ&€igure 40),
is automatically displayed after the last AD—616R
screen for the entry of the real estate information.

Last (alphanumeric field; 17 positions max{ey in
the employee’s last name.

First (alphanumeric field; 12 positions maxdey in
the employee’s first name.

Middle (alphanumeric field; 1 positionKey in the
employee’s middle initial.

Address 1(alphanumeric field; 35 positions max.).
Key in the employee’s address. Two address lines are
provided to enter the street address and/or box num-
ber. If only one address line is needed, use the first
line and leave the second line blank.

Address 2(alphanumeric field; 35 positions max.).
Key in the second line of the employee’s address, if
needed.

City (alphanumeric field; 20 positions maxey in
the city of the employee’s address.

St (alpha field; 2 positions)Key in the state code of
the employee’s address.

TVv01301 AD-424/SECTION A — EMPLOYEE 15:28:24 08/04/97
NAME >> LAST: FIRST: MIDDLE:
MAILING ADDRESS >> ADDRESS 1:
ADDRESS 2:
CITY: ST:  ZIP:
RELOCATION SERVICE PREVIOUSLY AUTHORIZED: (Y/N)
EARLIER CLAIM FOR REAL ESTATE EXPENSES: (YIN)
AD-424/SECTION B — TRANSFER DATA
OLD OFFICIAL STATION >> CITY: ST:
NEW OFFICIAL STATION >> CITY: ST:
DATE OF NOTIFICATION:
TRAVEL AUTHORIZATION NUMBER/DATE:
DATE REPORTED FOR DUTY:
DATE SERVICE AGREEMENT SIGNED:
AD-616R HAS BEEN MODIFIED —— UPDATE DATA THEN SELECT OPTION
CLEAR= EXIT PF1= MENU
ENTER= PROCESS PF7= PREV PF9= HOLD

Figure 40. Screen TV01301, AD-424/Section A — Employee

Updated 8/2/01
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ZIP (numeric field; 5 positions maxKey in the ZIP
Code of the employee’s address.

Relocation Service Previously Authorized(alpha
field; 1 position).Key in 'Y (yes) if relocation services
were previously authorized for the transfer. KeyNin
(no), if not applicable.

Earlier Claim For Real Estate Expensegalpha field;
1 position).Key in Y (yes) if an earlier claim for real

Systems Access Manual
Travel And Transportation
Travel Online Data Entry

Travel Authorization Number/Date (date field;
mm/dd/yy).Key in the date of the travel authoriza-
tion.

Date Reported For Duty (date field; mm/dd/yy).
Key in the date thahe employee reported for duty.

Date Service Agreement Signetate field; mm/dd/
yy). Key in the date that the service agreement was
signed.

estate expenses has been submitted for this transfer. Key
in N (no), if an earlier real estate claim has not been sub-After keying in the data, press [Enter]. If all data is

mitted.
AD-424/Section B — Transfer Data

Old Official Station. Key in the city and state of the old
official duty station in the following fields:

City (alphanumeric field; 20 positions maxey in
the city of the employee’s old official duty station.

St (alpha field; 2 positions)Key in the state code of
the employee’s old official duty station.

New Official Station. Key in the city and state of the
new official duty station in the following fields:

City (alphanumeric field; 20 positions maxey in
the city of the employee’s new official duty station.

St (alpha field; 2 positions)Key in the state code of
the employee’s new official duty station.

Date Of Notification (date field; mm/dd/yyKey in
the date that the employee was notified of the
impending transfer.

accepted, Screen TV01302, AD—424/Section C—Resi-
dence PropertyFigure 41), is displayed.

Use Screen TV01302 to key in the employee’s residence
property information for the sale and purchase of real
estate and to key in approval information.

Complete the fields as follows:

Address Of Residence (Old)Key in the address of the
employee’s residence that was sold at the old official
station in the following fields:

Address 1(alphanumeric field; 35 positions max.).
Key in the employee’s address. Two address lines are
provided to enter the street address and/or box num-
ber. If only one address line is needed, use the first
line and leave the second line blank.

Address 2(alphanumeric field; 35 positions max.).
Key in the second line of the employee’s address, if
needed.

City (alphanumeric field; 20 positions maxey in
the city of the employee’s address.

TV01302  AD-424/SECTION C — RESIDENCE PROPERTY  15:28:40 08/04/97
ADDRESS OF RESIDENCE >> ADDRESS 1:
(OLD) ADDRESS 2:
CITY: ST ZIP:
ADDRESS OF RESIDENCE >> ADDRESS 1:
(NEW) ADDRESS 2:
CITY: ST ZIP:
NUMBER OF DWELLING UNITS >> (OLD): (NEW):
SALE/PURCHASE PRICE ~ >> (OLD): (NEW):
DATE OF CLOSING >> (OLD): (NEW):
AMOUNT OF EXPENSE >> (OLDY): (NEW):
EMPLOYEE CERT. DATE ~ >> (OLD): (NEW):
AD-424/SECTION D — APPROVALS
SALE EXPENSES >> (CLAIMED): (REDUCED):
PURCHASE EXPENSES >> (CLAIMED): (REDUCED):
FINAL APPROVAL >> AMOUNT: DATE:
ENTER DATA THEN SELECT OPTION
CLEAR= EXIT PF1= MENU
ENTER= PROCESS PF7= PREV PF9= HOLD

Figure 41. Screen TV01302, AD-424/Section C — Residence Property
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St (alpha field; 2 positions)Key in the state code of (New) (date field; mm/dd/yyXKey in the date of the
the employee’s address. closing for the property that was purchaseith@new
official station.

ZIP (numeric field; 5 positionsKey in the ZIP Code
of the employee’s address. Amount of Expense

(Old) (numeric field; 7 positions max.Key in the
amount of expenses being claimed for the property
that was sold at the old official station.

Address Of Residence (NewKey in the address of the
employee’s residence that was purchased at the new
official station in the following fields:

e . (New) (numeric field; 7 positions maxfey in the
Address 1(alphanumeric field; 35 positions max.). amount of expenses being claimed for the property

Key in the employee’s address. Two address lines are that was purchased at the new official station.
provided to enter the street address and/or box num-

ber. If only one address line is needed, use the ﬁrStEmponee Cert. Date
line and leave the second line blank. '

(Old) (date field; mm/dd/yy)ey in the date of the

Address 2(alphanumeric field; 35 positions max.). approving official’s signature at the employee’s old
Key in the second line of the employee’s address, if  official station.
needed.

(New) (date field; mm/dd/yyXKey in the date of the
City (alphanumeric field; 20 positions maxey in approving official’s signature at the employee’s new
the city of the employee’s address. official station.

St (alpha field; 2 positions)<ey in the state code of ~AD-424/Section D — Approvals

the employee’s address. ) , . ) .
Key inY (yes) in the following approval fields to indi-

cate if the residence property sale and purchase
expenses were approved as claimed or as reduced. The
fields are described below:

ZIP (numericfield; 5 positions)Key in the ZIPCode
of the employee’s address.

Number of Dwelling Units Sale Expenses
(Old) (numeric field; 6 positions max.Key in the (Claimed) (alphanumeric field; 1 positionKey inY,
number of dwelling units on the property that was i the sale expenses of the property that was sold at the
sold at the old official station. old official station were approved as claimed.
(New) (numeric field; 6 positions maxfey in the (Reduced)(alphanumeric field; 1 positionKey in
number of dwelling units on the property that was Y, if the sale expenses of the property that was sold at
purchased at the new official station. the old official station were approved as reduced.
Sale/Purchase Price Purchase Expenses

(Claimed) (alphanumeric field; 1 positionKey inY

if the purchase expenses of the property that was pur-
chased at the new official station were approved as
claimed.

(Old) (numeric field; 8 positions max.Key in the
sale price of the property that was sold at the old offi-
cial station.

(New) (_numeric field; 8 positions maxey in the (Reduced)(alphanumeric field; 1 positionikey inY
sale price of the_ property that was purchased at the if the purchase expenses of the property thatpuas
new official station. chased at the new official station were approved as

reduced.
Date Of Closing

Final Approval
(Old) (date field; mm/dd/yy)ey in the date of the

closing for the property that was sold at the old offi- ~ Amount (numeric field; 8 positions maxKey in the
cial station. amount of the approved payment for this claim.
87
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Date (date field; mm/dd/yyKey in the date that this
claim was approved.

After keying in the data, press [Enter]. If all data is
accepted, Screen TV01303, AD-424/Section E,
Explanation(Figure 42), is displayed.

Use Screen TV05303 to key in amounts for costs
incurred and paid in selling the residence at the old offi-
cial station or purchasing the residence at the new offi-
cial station locationNote: Some line items only pertain
to either the former residence or the new residence.

Complete the fields as follows:

1. Loan Amount
Former Residencgnumeric field; 8ositions max.).
Key in the amount of the loan for the employee’s for-
mer residence.
New Residence(numeric field; 8 positions max.).
Key in the amount of the loan for the employee’s new
residence.

2. Brokerage Fees

Former Residencgnumeric field; 8ositions max.).
Key in the amount paid by the employee for broker-

age fees of the former residence. These fees are sales
commissions paid to a broker or real estate agent for

selling the former residence. Also included are fees
for listing a residence and payment for a multiple list-
ing service, if not included in commission paid to the
broker or agent.

New Residence(numeric field; 8 positions max.).
Key in the amount paid by the employee for broker-
age fees of the new residence.

3. Advertising

Former Residencgnumeric field; 8ositions max.).
Key in the amount paid by the employee for advertis-
ing expenses of the former residence. These are
expenses paid for newspaper and other advertising
when a direct sale is made without the services of a
real estate broker or real estate agent.

New Residence(numeric field; 8 positions max.).
Key in the amount paid by the employee for advertis-
ing expenses of the new residence.

Appraisal Fee

Former Residence(numeric field;8 positions max.).
Key in the amount paid by the employee for the
appraisal fee of the former residence. This expense is
for payment to a professional appraiser for establish-
ing a suggested sales price for the residence.

New Residence(numeric field; 8 positions max.).
Key in the amount paid by the employee for the
appraisal fee of the new residence.

Loan Origination Fee

Former Residencgnumeric field; 8ositions max.).
Key in the amount paid by the employee for the loan
origination fee of the new residence. This expense
covers the administrative overhead cost of processing
a loan.

New Residence(numeric field; 8 positions max.).
Key in the amount paid by the employee for the loan
origination fee of the new residence.

TV01303 AD-424/SECTION E — EXPLANATION
FORMER RESIDENCE

LOAN AMOUNT >>

. BROKERAGE FEES >>

ADVERTISING >>

APPRAISAL FEE >>

LOAN ORIGINATION FEE = >>

SETTLEMENT FEE >>

.ATTORNEY FEE

TITLE INSURANCE POLICY >>

. CERTIFICATIONS

.FHA OR VA APPLICATION FEE >>

. STATE REVENUE STAMPS >>

. CREDIT REPORT

. RECORDING FEES AND TAXES >>

4. PREPAYMENT CHARGE

15. SURVEY >>

e
BWNROLINDUTEWNE

ENTER DATA THEN SELECT OPTION
CLEAR= EXIT PF1= MENU
ENTER= PROCESS PF7= PREV

NEW RESIDENCE

PF9= HOLD

15:28:47 08/04/97

Figure 42. Screen TV01303, AD-424/Section E, Explanation
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6. Settlement Fee

Former Residencgnumeric field; 8ositions max.).
Key in the amount paid by the employee for the
settlement fee of the former residence. This expense
is paid to an escrow agent, title company, or similar
entity for closing a real estate transaction.

Title VI
Chapter 6
Section 1

Former Residencgnumeric field; 8ositions max.).
Key in the amount paid by the employee for the loan
application fee for the former residence.

New Residence(numeric field; 8 positions max.).
Key in the amount paid by the employee for the loan
application fee for the new residence.

11. State Revenue Stamps

New Residence(numeric field; 8 positions max.).
Key in the amount paid by the employee for the
settlement fee of the new residence.

7. Attorney Fee

Former Residencgnumeric field; 8ositions max.).
Key in the amount paid by the employee for the attor-
ney fees of the former residence. This expense is for
title search, preparing abstract, and legal fees for a
titte opinion. This expense does not include costs of
litigation.

New Residence(numeric field; 8 positions max.).
Key in the amount paid by the employee for the attor-
ney fees of the new residence.

8. Title Insurance Policy

Former Residencgnumeric field; 8ositions max.).
Key in the amount paid by the employee for the title
insurance policy of the former residence. This
expense is for owners coverage only on a sale where
customarily furnished.

New Residence(numeric field; 8 positions max.).
Key in the amount paid by the employee for the insur-
ance policy of the new residence.

9. Certifications

Former Residence(numeric field;8 positions max.).
Key in the amount paid by the employee for certifica-
tions of the former residence. These expenses are
paid for any required certifications ashe structural
soundness or physical condition of the property,
when required by mortgage-lender, FHA, or VA
(including termite inspection fee).

New Residence(numeric field; 8 positions max.).
Key in the amount paid by the employee for certifica-
tions for the new residence.

10. FHA Or VA Application Fee

Updated 8/2/01

Former Residencgnumeric field; 8ositions max.).
Key in the amount paid by the employee for state
enue stamps for the former residence.

New Residence(numeric field; 8 positions max.).
Key in the amount paid by the employee for state rev-
enue stamps for the new residence.

12. Credit Report

Former Residencgnumeric field; 8ositions max.).
Key in the amount paid by the employee for the credit
report of the former residencehis expense is for the
credit or factual data report on the buyer, if required
by the mortgagee/lender, FHA, or VA.

New Residence(humeric field;8 positions max.).
Key in the amount paid by the employee for the credit
report of the new residence.

13. Recording Fees And Taxes

Former Residencgnumeric field; 8ositions max.).
Key in the amount paid by the employee for the
recordingfees and taxes of the former residence. This
expense is for charges paid incidental to recordation
(e.g., mortgage discharge recording fees).

New Residence(numeric field; 8 positions max.).
Key in the amount paid by the employee for the
recording fees and taxes for the new residence.

14. Prepayment Charge

Former Residencgnumeric field; 8ositions max.).
Key in the amount paid by the employee for the pre-
payment charge for the former residence. This
expense is required in the mortgage or other security
instrument as a charge for prepayment; or, if not spe-
cifically required by the mortgage instrument, the
amount paid but limited to three months of prevailing
interest on the loan balance.

New Residence(numeric field; 8 positions max.).

Key in the amount paid by the employee for the pre-
payment charge for the former residence.

89



Title VI Systems Access Manual
Chapter 6 Travel And Transportation
Section 1 Travel Online Data Entry
15. Survey

Former Residencgnumeric field; 8ositions max.).
Key in the amount paid by the employee for the sur-
vey for the former residence.

New Residence(numeric field; 8 positions max.).
Key in the amount paid by the employee for the sur-
vey for the new residence.

After keying in the data, press [Enter]. If all data is
accepted, Screen TV01304, AD-424/Section E—-Ex-
planation Cont(Figure 43), is displayed.

Use Screen TV01304 to continue keying in amounts for

costs incurred and paid in selling the residence at the old

official station or purchasing the residence at the new
official station location.

Complete the fields as follows:

16. Other Incidental Expenses. Key in other

New Residence(numeric field; 8 positions max.).
Key in the corresponding amount paid by the
employeefor the incidental expenses for the new res-
idence.

Total Fee

Former Residencgnumeric field; 8ositions max.).
Key in the total amount paid by the employee for all
incidental expenses of the former residence. This is
the sum of all previous field entries for the former res-
idence on Screens TV05303 and TV05304.

New Residence(numeric field; 8 positions max.).
Key in the total amount paid by the employee for all
incidental expenses of the new residence.

Total (numeric field; 8 positions max.Key in the
sum total of the Total Fee: Former Residence and
New Residence fields.

After keying in the data, press [Enter] to save the docu-
ment. Screen TV01201, AD—616R/Section A—ldentifi-

incidental expenses paid by the employee on the threecation, Relocation(Figure 34), is displayed with the

lines provided. These expenses include other

messageDocument Is Ready To Be Released By An

reasonable and customary paid charges or fees, as magpproving Officialat the bottom of the screen.

be authorized, and not properly includable in the items
listed previously. The fields are described below:

Explanation (alphanumeric field; 25 positions
max.). Key in the explanation and itemize the inci-
dental expenses.

Former Residencgnumeric field; 8ositions max.).
Key in the corresponding amount paid by the
employee for the incidental expenses for the former
residence.

To add another document before releasing, repeat the
process undeAdding A Relocation Travel Voucher

After adding all documents, release them using the
instructions undeReleasing A Document For TRVL

Processing .

* To perform another function, press the applicable
function key. For instructions about other functions, see
the applicable function heading (e.@Rrinting A
Relocation Travel Document ).

TV01304
16. OTHER INCIDENTAL EXPENSES >>

EXPLANATION FORMER RESIDENCE

TOTAL FEE:
TOTAL:

ENTER DATA THEN SELECT OPTION
CLEAR= EXIT PF1= MENU
ENTER= PROCESS PF7= PREV

AD-424/SECTION E — EXPLANATION CONT.

NEW RESIDENCE

PF9= HOLD

15:28:55 08/04/97

Figure 43. Screen TV01304, AD-424/Section E — Explanation (Cont'd)
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Adding Form AD-1000 Data For
Relocation Income Tax Claims

If Type Claim is Rl (Relocation Income Tax (RIT))
(Field 7 on the AD-616R), Screen TV01401M,
AD-1000/Relocation Income Tax Claiffigure 44 ), is
automatically displayed after the last AD—616R screen
for entry of the RIT information.Caution: When
recording these dollar amounts, the system automati-

cally considers the last 2 digits of the amounts as cents.

Do not use a decimabetween dollars and cents.
Example: Key in $250.00 a25000
Complete the fields as follows:

Tax Year (numeric field; 2 positionsKey in the appli-
cable calendar year for the RIT allowance claim.

WTA Amount (required; numeric field; 2 positions).
Key in the amount of the Withholding Tax Allowance.
This is a mandatory field.

Prior RIT (numeric field; 8 positionsKey in the prior
RIT amount.

1. Gross Compensation

Employee Information

Form W-2 (required, numeric field; 8 positions)
Key in the total gross wages from employee’s
Form(s) W-2, Wage and Tax Statement. If the
employee has more than one W-2, enter the total
amount of all W-2’s here. A copy of each W-2 must
be attached to the RIT claim.

Example: Key in $25,500.00 a2550000

Title VI
Chapter 6
Section 1

Schedule SEnumeric field; 8 positions)f applica-

ble, key in the sum of the employee’s self-employ-
ment net earnings from lines 1 and 2 of the
employee’s tax form, Schedule SE (1040). A copy of
the Schedule SE (1040) must be attached to the RIT
claim.

Example: Key in $15,000.00 a$500000

Total (required, numeric field; 8 positionsiKey in
the cumulative total of the amounts shown in the
Form W-2and Schedule SE blocks for the employee.

Example: Key in $40,500.00 a40500.00
Spouse Information

Form W-2 (numeric field; 8 positions)If the
employee’s filing status for the applicable year is
Married filing separate returnand the employee
resides in a community property state or the
employee’s filing status ilarried filing jointreturn,

key in the total gross wages from the spouse’s
Form(s) W-2 (if the spouse had wages). If the spouse
has more than one W-2, enter the total amount of all
W-2's here. A copy of each W—2 must be attached to
the RIT claim.

Example: Key in $25,500.00 a2550000

Note: The community property states are: Arizona,
California, Idaho, Louisiana, Nevada, New Mexico,
Texas, Washington.

Schedule SEnumeric field; 8 positions)f applica-

ble, key in the sum of the spouse’s self-employment
net earnings from lines 1 and 2 of the spouse’s tax
form, Schedule SE (1040). A copy of the Schedule SE
(1040) must be attached to the RIT claim.

TOTAL EARNED INCOME:
2. FILING STATUS

3. STATE TAX LIABILITY

STATE NAME MARGINAL TAX RATE

4. LOCAL TAX LIABILITY

LOCALITY NAME TYPE MARGINAL TAX RATE
5. TAXABLE RELOCATION PAYMENTS:
6, STATE ADJUSTMENT: STATE:

CLEAR= EXIT
ENTER= PROCESS

PF1= MENU
PF7= PREV

TV01401M AD-1000/RELOCATION INCOME TAX CLAIM
TAX YEAR:
WTA AMOUNT: PRIOR RIT:
1. GROSS COMPENSATION
FORM W-2 SCHEDULE SE TOTAL
EMPLOYEE >>
SPOUSE >>

SINGLE MARRIED JOINT HEAD HOUSEHOLD MARRIED SEPARATE WIDOW(ER)
TAX BASIS

DATE SIGNED:
AMOUNT DISALLOWED: 00000.00
AD-616R HAS BEEN MODIFIED —— UPDATE DATA THEN SELECT OPTION

PF9= HOLD

08/04/97 15:21:31

TAX BASIS

Figure 44. Screen TV01401M, AD-1000/Relocation Income Tax Claim
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Example: Key in $15,000.00 a$5000.00 Tax Basis(numeric field; 1 position)Key in one of
the following codes to indicate how the state Margin-
Total (numeric field; 8 positionsKey in the cumula- al Tax Rate(s) is expressed:
tive total of the amounts shown in the Form W-2 and
Schedule SE blocks for the spouse. 1 Percent of Income

2 Federal Tax

Example: Key in $40,500.00 a4050000 4. Local Tax Liability. Key in the local tax liability

Total Earned Income (required, numeric field: in the following fields (two lines are provided).

8 positions) Key in the sum of the Employee Total

Locality Name (alphanumeric field; 20 positions)
and the Spouse Total.

Key in the name of each locality where local income

_ tax liability was incurred.
Example: Key in $81,000.00 a8100000

Type (humeric field; 1 position)Key in one of the

2. Filing Status (required, alphanumeric field; following codes to indicate the type of locality.
1 position) Key inY in the applicable field to indicate

the Federal filing status as shown on the employee’s 1 City

Form 1040, Individual Income Tax Return, for the tax 2 County

year involved. ) o N
Marginal Tax Rate (numeric field; 4 positionsKey

Single (alphanumeric field; 1 positionKey in Y if in the locality marginal tax rate, in decimal format,

the employee files as single. for each locality shown. Attach to the AD-1000 a
copy of the local income tax rate table for each local-
ity shown.

Married Joint (alphanumeric field; Position).Key

in Y if the employee files as married jointly. Example: Key in 1% as01

Head Household (alphanumeric field; 1 position). Tax Basis(numeric field; 1 positionsXey in one of
Key inY if the employee files as head of household. e following codes to indicate the basis of each tax:

Married Separate (alphanumeric field; 1 position).
Key in Y if the employee files as married separately. 1 Percent of Income

2 State Tax

Widow(er) (alphanumeric field; 1 positionKey in 3 Federal Tax

Y if the employee files as a widow(er).

Total (numeric field; 4 positionsKey in the cumula-

3. State Tax Liability. Key in the state code where a tive total of all Marginal Tax Rates (both state and
state tax liability in the following fields (two lines are locality).

provided).
Example: Key in 2% ag)2
State Name(alphanumeric field; 2 positiondfey in
the 2-position state abbreviation code for the state(s)5- Taxable Relocation Paymentgrequired, numeric

where a state tax liability on relocation reimburse- field; 8 positions)Key in the amount of taxable moving
ments was incurred. expense reimbursements made for the year. This

amount is shown on Form W-2 as Moving Allowance

Note: Complete the Marginal Tax Rate column and Subject to Withholding.
the Tax Basi | ly if the Total E dl .
© $20,000 or logg Y 1T HAEAIMETINEOME — Example: Key in $12,400.00 25240000

Date Signed(date field; mm/dd/yyKey in the date

Marginal Tax Rate (numeric field; 4 positionsKey of the authorizing official’s signature.

in the state marginal tax rate, in decimal format, for
each state shown. This rate must be provided by theg State Adjustment. Key in the state adjustment
employing office and cannot exceed the rate already amounts in the following fields:
established by GSA at the $20,000 income level.

State (numeric field; 4 positions max.Key in the
Example: Key in 1% a9)1 amount of the state adjustment.
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Amount Disallowed (numeric field; 8 positions ¢ To add another document before releasing, repeat the
max.).Key in the amount disallowed. process undeAdding A Relocation Travel Voucher
After adding all documents, release them using the
instructions undeReleasing A Document For TRVL

Processing .
After keying in the data, press [Enter] to save the docu-

ment. Screen TV01201, AD-616R/Section A-Identifi- « To perform another function, press the applicable
cation, RelocationFigure 34), is displayed with the  function key. For instructions about other functions, see

messageDocument Is Ready To Be Released By Anthe applicable function heading (e.gRrinting A
Approving Officialat the bottom of the screen. Relocation Travel Document ).
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Viewing, Modifying, And Deleting A [Enter]. Screen TV01201, AD—616R/Section A-ldenti-
Relocation Travel Voucher fication, RelocationFigure 34), is displayed.

Use the instructions undgdding A Relocation T ravel
Voucher , Adding Form AD—424 Real Estate Data , and
Adding Form AD-1000 Data For Relocation Income
Tax Claims_to view or modify the data.

To access the voucher (which is in pending or hold sta-
tus), use one of the following methods:

At Screen TV00001, Travel System (TRVL) Menu
[PF11]. Screen TV02001, (Remote) Document Selec- process.
tion List For Relocation TraveFigure 45), is displayed

listing all available documents. + To delete a record, ke in the Selfield and press
[PF4].

At Screen TV02001, scroll through the list to locate the

applicable document. At the Sel fieley in any alpha- ¢ To perform another function or exit, press the appli-

numeric character to select the document and pressable key shown at the bottom of the screen.

TVv02001 NATIONAL FINANCE CENTER 15:24:26 08/04/97
TRAVEL SYSTEM (TRVL)
(REMOTE) DOCUMENT SELECTION LIST FOR RELOCATION TRAVEL

SOCIAL AUTHORIZATION TYPE TRAVEL RELEASE CURRENT
SEL  SECURITY NUMBER TRAVEL DATE DATE  STATUS

PAGE: 0001
MAKE SELECTION THEN PRESS THE ENTER KEY OR PFKEY
CLEAR=EXIT PF1=MENU PF4=DELETE PF8= NEXT PAGE PF10= RELEASE
ENTER= PROCESS PF2= ADD DOC PF7=PREV PAGE PF9= UNRELEASE PF12=PRINT

Figure 45. Screen TV02001, (Remote) Document Selection List For Relocation Travel

Updated 8/2/01 95



Title VI Systems Access Manual
Chapter 6 Travel And Transportation
Section 1 Travel Online Data Entry

96 Updated 8/2/01



Systems Access Manual Title VI

Travel And Transportation Chapter 6
Travel Online Data Entry Section 1
Printing A Relocation Travel Voucher At Screen TV00001, Travel System (TRVL) Menu

(Figure 5), key in15 at the Enter Task field and press
To access the voucher, use one of the following meth-[PF11]. Screen TV02001, (Remote) Document Selec-
ods: tion List For Relocation Travefigure 45), is displayed
listing all available documents.
At Screen TV00001, Travel System (TRVL) Menu
(Figure 5), key in10 at the Enter Task field and press At Screen TV02001, press [PF10]. Screen TV02000,
[PF11]. Screen TV02001, (Remote) Document Selec- (Remote) Document Selection List For Relocation
tion List For Relocation Travefigure 45), is displayed Travel Figure 46), is displayed.
listing all available documents.
At Screen TV02000, scroll through the list to locate the
At Screen TV02001, scroll through the list to locate the applicable document. At the Sel field, key in any alpha-
applicable document. At the Sel fielaty in any alpha-  numeric character to select the document and press
numeric character to select the document and presdPF10].
[PF12]. Screen TV02002, (Remote) Printer Destination
Screen(Figure 25), is displayed. Use Screen TV02002 The messagPocument Has Been Releasggbears at

to key in information for the printing destination. the bottom of the screen. The status of the document as
shown inthe Current Status column changes fifeéemd-
Releasing A Relocation Travel Voucher ing to Released

Following are instructions to release a temporary duty Note: Multiple documents may be released in two ways:
travel voucher to NFC for processing. Documents that (1) You may select documents one at a time and repeat
are ready for release are |dent|f|edF%fmd|ng_|n the the process individually of2) you may select all the
Current Status column. The release function can bedocuments at the same time and press [PF10] the exact

executedonly by approving officials and their desig- number oftimes to correspond with the number of docu-
nees. For this reason, some users will have access to thg,ents selected.

data entry screens but will not have the authority to
release the documents once entry has been completedt o return to Screen TV02001, press [PF12].

To access the document, use one of the following meth-¢ To exit, press the applicable key shown at the bottom
ods: of the screen.

TVv02000 NATIONAL FINANCE CENTER 15:25:37 08/04/97
TRAVEL SYSTEM (TRVL)
(REMOTE) DOCUMENT SELECTION LIST FOR RELOCATION TRAVEL

SOCIAL AUTHORIZATION TYPE TRAVEL RELEASE CURRENT
SEL  SECURITY NUMBER TRAVEL DATE DATE  STATUS

PAGE: 0001
MAKE SELECTION THEN PRESS THE PF10 KEY TO RELEASE THE DOCUMENT
CLEAR= EXIT PF7= PREV PAGE PF10= RELEASE
PF1 = MENU PF8= NEXT PAGE PF12= RETURN

Figure 46. Screen TV02000, (Remote) Document Selection List for Relocation Travel
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Unreleasing A Relocation Travel * To perform another function or exit, press the appli-
Voucher cable key shown at the bottom of the screen.

Following are instructions to reverse the release of a
relocation travel voucher document. Documents that
have been released for NFC processing are identified a
Releasedn the Current Status colum@aution: This
function can be executenhly on thesame daythat the
travel voucher was released to NFC.

Inquiry Menu

ﬁnquiry Menu is Task 20 on the Travel System (TRVL)
Menu (Figure 5) . Use this option to access the Travel
System Online Inquiry component.

ods: tem Online Inquiry procedure (Title VI, Chapter 6, Sec-

tion 3) undennquiry Menu Screen .

e At Screen TV00001, Travel System (TRVL) Menu
(Figure 5), key in15at the Enter Task field and press  |nquiry Report Print
[PF11]. Screen TV02001, (Remote) Document
Selection List For Relocation Travgigure 45), is Inquiry Report Print is Task 30 on the Travel System
displayed listing all available documents. (TRVL) Menu (Figure 5). Use this option to print
inquiry reports.
At Screen TV02001, scroll through the list to locate the
applicable document. At the Sel figlety in any alpha-
numeric character to select the document and pressnstructions for this option are found in the Travel Sys-
[PF9]. The messadeocument Has Been Put On Pend- tem Online Inquiry procedure undémquiry Menu
ing Statusappears at the bottom of the screen. The statusscreen, Printing A Travel Inquiry Report
of the document as shown in the Current Status column
changes froniReleasedo Pending
For instructions on printing travel documents Begt-
* To reverse multiple documents, repeat this processing An Authorization/Advance _, Printing A Temporary
individually until all documents have been successfully Duty Travel Voucher , andPrinting A Relocation T ravel
unreleased. Voucher .
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Systems Access Manual Title VI
Travel And Transportation Chapter 6
Travel Online Data Entry Section 1
Exhibit 8

AD-424, Employee Application For Reimbursement Of Expenses Incurred Upon
Sale Or Purchase (Or Both) Of Residence Upon Change Of Official Station
(Front) (For DOJ Users Only)

EMPLOYEE APPLICATION FOR REIMBURSEMENT OF EXPENSES INCURRED
UPON SALE OR PURCHASE (OR BOTH) OF RESIDENCE UPON CHANGE OF OFFICIAL STATION
See Privacy Act Notice On Reverse

A. EMPLOYEE
1. Obtain a copy of all supporting documents needed to file your claim.

Include sales agreements between buyer and seller, settlement or loan

closing statements, invoices and statements that support other items

claimed for reimbursement, etc. Do not send your original supporting

documents as they cannot be returned to you. Send photo copies only.

2. Prepare the front and back of this application in triplicate. Sign and date

the appropriate employee certification(s).

3. Prepare Form AD-616R, Travel Voucher (Relocation).

4. Submit the original and first copy of Form AD-424, all supporting

documents, and the AD-616R, to the head of your office at new official

station or to the appropriate official designated by your Department or

agency. Retain the remaining copy of the AD-424 and supporting doc-

uments for your records.

B. HEAD OF OFFICE

1. For Sales. Submit the original and first copy of Form AD-424, all
supportingdocuments, and the AD-616R, to the head of the office at the

2.

claimant’s old official station as provided in Chapter 2, Part 6, of the
Federal Travel Regulations (FTR). The approving official, or his/her
designee, will handle and execute the approval and return the package
to you (see Section D).

For Purchases. Approval of this claim must be executed by the head
of the office, or his/her designee, at the new official station (unless
agency g\)new and approval functions are performed elsewhere) (see
Sechon .

. Final Administrative Approval. Payment of the claim must be

executed by an appropriate approving official (see Section E). Such
official shall independently determine, in accordance with the provisions
of the FTR, the propriety of all reimbursements claimed. In this connec-
tion, all vouchers for reimbursement of real estate incident to the same
transfer shall be examined. Submit the approved AD-616R with at-
tached original AD-424, and supporting documents, to the USDA,
National Finance Center, P.O. Box 60,000. New Orleans, LA 70160.
File the copy of the application with the office copy of the voucher.

SECTION A - EMPLOYEE

1. SOCIAL SECURITY NUMBER 2. NAME (Last, first, maddie initial) 3_RELOCATION SERVICE | 4. HAS EARLIER CLAIM FOR
PREVIOUSLY AUTHORIZED | REAL ESTATE EXPENSES BEEN
FOR THIS TRANSFER SUBMITTED FOR THIS TRANSFER?Y]
DOE ALLEN
XXX |XX | XXX X | ves M wno YES X | no

5. MAILING ADDRESS (Street or P.O. Box, City, State, and Zip Code)

123 SAN ANTONIO STREET
SAN ANTONTO TX XXXXXX

SECTION B - TRANSFER DATA

6. OLD OFFICIAL STATION 7. NEW OFFICIAL STATION 8. DATE OF NOTIFICATION OF IMPENDING TRANSFER
NEW ORLEANS LA SAN ANTONIO TX 031597
9. TRAVEL AUTHORIZATION NUMBER/DATE 10. DATE REPORTED FOR DUTY AT NEW OFFICIAL STATION | 11. DATE SERVICE AGREEMENT SIGNED
7 CSXXXXXXXXXX /050197 051697 032297
| SECTION C - RESIDENCE PROPERTY DATA
Complet 12. SALE (Oid Official Station) 13. PURCHASE (New Official Station)
e A
Address 122 San Antonio Street
of Residence San Antonio TX XXXXXX
Number of Dwelling
Units on Property 1
Sale and/or
Purchase Price 138000.00
Date of Closing
or Settiement 12 31 97
Amount of Expense
Being Claimed 1950.00
T hereby certify that the amount claimed in connection with the above sale repre- | I hereby certify that the amount claimed in connection with the above purchase
EMPLOYEE smtsorﬂymunuactqaﬂypaidbymemdt}mﬁﬁetomgmopenyminnwmm reprmtsonlyamOumsmua_ﬂypddbymeandrhak&!ktothcpmpcnyishmy
TIFICATION ;nd/oramﬂnbaofmymmdmefamﬁyandmnwm:whmﬁmde&mdy name and/or a member of mv immediate family and is my new residence.
OF RESIDENCE informed of my transfer.
PROPERTY DATA | 14. EMPLOYEE'S SIGNATURE 15. DATE 16. EMPLOYEE'S SIGNATURE 17. DATE
> )
AVon_ »’é—ax-» 01 15 98

SECTION D - APPROVALS

paid by a seller in the locality where the property is located.

SALE EXPENSES. The expenses of the sale applied for above are
hereby approved as being (1) reasonable in amount and (2) customarily

18. As Claimed I——l 19. As Reduced, Per Attached Memo

PURCHASE EXPENSES. The expenses of the purchase applied for
above are hereby approved as being (1) reasonable in amount and (2)
customarily paid by a buyer in the locality where the property is located.

[X ] 23. As Glaimed || 24. As Reduced, Per Attached Memo

25. SIGNATURE

B A s
D ireten Feientoalls,

27, DATE
011598

[g_c*non E - FINAL ADMINISTRATIVE APPROVAL FOR PAYMENT

29. AMOUNT

s 1850.00

< Payment of this claim is approved in the amount indicated. If the amount approved is less than amount
claimed, see the attached memo.

32. DATE

011598

31.TITLE 7 . F'ﬂ

FORM AD-424 (USDA) (Rev. 4/88)
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Travel Online Data Entry

AD-424, Employee Application For Reimbursement Of Expenses Incurred Upon
Sale Or Purchase (Or Both) Of Residence Upon Change Of Official Station

(Back) (For DOJ Users Only)

COSTS INCURRED AND PAID IN SELLING RESIDENCE AT OLD OFFICIAL STATION
OR PURCHASING RESIDENCE AT NEW OFFICIAL STATION LOCATION (OR BOTH)

ITEM EXPLANATION FORMER RESIDENCE NEW RESIDENCE

1. | LOAN AMOUNT

2. | BROKERAGE FEES. The sales commission paid 10 a broker of real estale agent for selting former residence Also,
Iees for isting a residence and payment for multiple isting service. if not included in commission paid to the

broker or agent

3. | ADVERTISING: Expenses paid for newspaper and other advertising when a direct sale is made without the
services of a raal estate broker or real estale agent

4 | APPRAISAL FEE The amount paid 1o 3 pi ppraiger for 2 suggested sale price for the
residence ) $ ] 200.00
5. |LOAN ORIGINATION FEE: Amount charged to cover the cost of pi g the loan.
(Subject to limitations contained in FTR 2—8.24(1)(b).) s 1250.00
6. | SEYTLEMENT FEE. Amount paid to escrow agen, litie company, or similar entity for closing a real estate
iransaction. s '
7. | ATTORNEY FEE: Searching title, preparing abstract and legal fees for a title opinion (does not include costs of
litigation) $ $
8. | TITLE INSURANCE POLICY. Owners coverage only on sale where customanily turmished, Lenders coverage only l '7 5 O 0
on purchase when required by the lending institution $ .
9. | CERTIFICATIONS The amount paid for any required asto or physical
condition of property, when required by morigagee-lender, FHA or VA (includes termite inspection lee) $ $
10. [LOAN APPLICATION FEE The amount paid ; : 50.00
11. | STATE REVENUE STAMPS: The amount paid s s
12. { CREDIT REPOAT The amount paid for credit or factuat data report on the buyer, if required by morigagee/
lender. FHA or VA $ $
13 |RECORDING FEES AND RECORDING TAXES Other charges paid incident 1o recordation (e g . morigage
discharge recording fees) $ s 75.00
14. | PREPAYMENT CHARGE The amount paid as required in the morigage or other security instrument as 2 charge
for prepayment, or if not specifically required by the mortgage instrument, the amount paid limited (o 3 months
prevailing interest on the loan balance
15 | SURVEY s s 125.00
16 | SALES OR TRANSFER TAXES, MORTGAGE TAX, IF ANY. The amount paid ' s
17 | OTHER INCIDENTAL EXPENSES Such other reasonable and customary charges or fees paid as may be
authorized and not properly includable in items histed above (itemize and expiain, f necessary. attach separaie
sheet)
$ $
$ $
$ $
1}ana 3] 2andl)
TOTALM |s s 1950.00

Note: In accordance with the real estate expense provisions of the Federal Travel Regulations, costs of insurance against damage or loss of property,
maintenance and operating costs and property taxes are not reimbursable. Also, mortgage discounts, points, interest on loans, and losses in connection
with the sale or purchase of a residence due to price or market conditions are not reimbursable. Notwithstanding the above, no fee, cost, charge, or
expense is reimbursable whichis determined to be  part of the finance charge under the Truth in Lending Act, Title |, Public Law 90-321 and Regulation 2
issued pursuant theseto by the Board of Governors of the Federal Reserve System.

Footnotes:

1] The aggregate amount of expenses which may be reimbursed is the amount which should not exceed 10% of sale price or the maximum allowances as
statedin FTR26.2g

2] The aggregate amount of expenses which may be reimbursed is the amount which should not exceed 5% of purchase price or the maximum
allowances as stated in FTR 2:6.2.

3] If property is multiple family unit type (excluding condominium), expenses will be prorated and allowed for residence unit only.

Privacy Act Notice. The following information is provided to comply with the Privacy Act of 1974 (P.L. 93—579). The information requested on this
formis required under the provisions of 5USC, Chapter 57 (as amended) and Executive Orders 11609 of July 22, 1971, and 11012 of March 27,1962, for
the purpose of recording travel expenses incurred by the employee and to claim other entitlements and allowances as prescribed in the Federal Trave!
Regulations (41 CFR 101—7). The informationcontained in this form will be used by Federal Agency officers and employees who have a need for such
information in the performance of their duties. Information will be transferred to appropriate Federal, State, local or foreign agencies, when relevant to
civil, criminal, or regulatory investigations or prosecutions or pursuant to a requirement by GSA or such other agency in connection with the hinng or
firing, or security clearance, or such other investigations of the performance of official duty in Government service. Failure to provide the information

required will result in delay or suspension of the employee’s claim for reimbursement
¥ U.5. 6PO:1995-625-042/83210
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AD-1000, Claim For Relocation Income Tax Allowance  (For DOJ Users Only)

CLAIM FOR RELOCATION INCOME TAX ALLOWANCE FOR THE YEAR 19
ATTACHMENT TO FORM AD-616, TRAVEL VOUCHER

NAME (First, lost) SOCIAL SECURITY NUMBER AGENCY COEE REPORTING DATE
| Year l Month I Doy

|
|1 GROSS COMPENSATION FORM W-2 SCHEDULE SE TOTAL
Gross compensation as shown on attached
Form(s) W-2 (including Form W-2 for reloca- |Empioyee »
tion) and/or net earnings (or loss) from self-
employment income shown on attached Sched- | spouse »

ule SE (line 1 plus line 2).
4Check box if total carned income is $20,000 or less TOTAL EARNED INCOME b
2 FILING STATUS Check appropriate box below.
Married filing Married filing Qualifying widow(er)
] 41 =Single []42=jointreturn  [T] 43 = Head of Household  [T] 44 = separate return [] 45 = with dependent child
3 STATE TAX LIABILITY STATE NAME MARGINAL TAX RATE (Use decimal) TAX BASIS ¥=% Income 2=Faderal Tax

Enter the state(s) where you had incurred a
state tax liability on relocation reimbursements.
Complete the Marginal Tax Rate and Tax Basis
blocks ONLY if total earned income shown
above is $20,000 or less. You must enter the
state marginal tax rate for each state where you
have a liability. You must indicate if this rate is

expressed as a percent of income or Federal .
Tax.
Check box if your ﬁli-s statusis “Married filing separate return” and you reside in a community property state. (If this box is checked
you must have eatered total earmed income for both you and your spouse in earned income blocks.)
4 LOCAL TAX LIABILITY LOCALITY NAME e MM‘GL;:A;:'A“::\ATE Jax masis
2 = County 2= State Tax 3+ Federal Tax

Enter the locality where you have incurred a
local income tax liability. Indicate if the locality is
acity or a county and what the local income tax
rate is and the basis of the tax. Attach a copy of
the local income tax rate table for each separate
locality.

TOTAL»

5 TAXABLE RELOCATION PAYMENTS
Enter the amount of taxable moving expense reimbursements made for the year. This amount is shown >
on your Form W-2 as moving allowances subject to withholding.

6 CERTIFICATIONS

I certify that the above information, which is to be used in calculating the RIT Allowance to which | am entitled, has been (or will be) shown on income
tax returns filed (or to be filed) by me (or by my spouse and me) with the applicable Federal, State, and local tax authorities for the tax year for whichl
am filing. The above information is true and correct to the best of my knowledge and I (we) agree to notify the appropriate agency official of any
changes to the above (i.e., from amended tax returns, tax audits, etc.) so that appropriate adjustment to the RIT Allowance can be made. The
required supporting documents are attached. Additional documentation will be furnished if requested.

b

EMPLOYEE'S SIGNATURE DATE
b——
SPOUSE'S SIGNATURE DATE

I have reviewed this claim and its attachments for truth and accuracy. | authorize the RIT Allowance payment on the attached Form AD-616 in
accordance with the data provided and attached to this claim.
AUTHORIZING OFFICIAL'S SIGNATURE DATE

PRIVACY ACT NOTICE: The following information is provided to comply with the Privacy Act of 1974 (P.L.93—579). The information requested
on this form is required under the provisions of 5U.S.C. Chapter 57 (as amended) and Executive Orders 11609 of July 22, 1971, and 11012 of March 27,
1962, and is used to verify employee claims for reimbursement of Relocation Income Tax Aliowance (RIT). The information contained in this form will be
used by Federal Agency officers and employees who have a need for such information in the performance of their duties. Information will be transferred
to appropriate Federal, State, local or foreign agencies, when relevant to civil, criminal, or regulatory investigations or prosecutions or pursuant to a
requirement by GSA or such other agency in connection with the hiring or firing, or security clearance, or such other investigation of the performance of
official duty in Government service. Failure to provide the information required will result in delay or suspension of the employee’s claim for
reimbursement.

FORM AD-1000 (USOA) 10785

Updated 8/2/01 117
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Report TRVL1252, Travel Vouchers Selected For Verification Report (For DOJ Users
Only)
DJEPEPQ9999 UNITED STATES DEPARTMENT OF AGRICUI TURE TRVI 1252

OFFICE OF FINANCE AND MANAGEMENT, NATIONAL FINANCE CENTER

n o EO-000—NEW - ORIEANS LA 70100
P65 66,666, NEW-OREEANSHA—F6166

(SENSITIVE PERSONNEL DATA —USE TS RESTRICTED)

DATE: XX/XX/XX

AGENCY-CODE: HC HEADQUARTERS-COMPONENTS

ORIGINATING OFFICE NUMBER: DJFPFP9999

SUBJECT: TRAVEL VOUCHERS SELECTED FOR VERIFICATION AUDIT

THE TRAVEL VOUCHER(S) TDENTIFTED BELOW HAVE BEEN SELECTED FOR VERIFICATION
AUDIT. A CERTIFYING OFFICER, OTHER THAN THE ORIGINAL CERTIFYING OFFICER,

SHOULD SIGN THE CERTIFICATION STATEMENT BELOW AND RETURN TO THE NATIONAL
FINANCE CENTER NO LATER THAN 30 DAYS FROM THE ABOVE DATE. ANY EXCEPTIONS TO THE

CERTIFICATION STATEMENT BELOW SHOULD BE EXPLAINED AND DOCUMENTED. FAILURE

TO-COMPINY AT TINC DEALIECT \WH L DECIN T IN A DI EOoR coOL ECTION-TO-THE

EMPLOYEE FOR THE TOTAL CLAIM AMOUNT.

PLEASE FORWARD TO THE FOLLOWING ADDRESS:

USDA-NATIONAL FINANGCE CENTER

ATTN: JANE SMITH — CERTIFICATION UNIT

PO BOX6L700

NEW ORLEANS, LA 70161

TOTAL TRAVEL
SOC SEC NO. NAME AUTH NO CLAIM DATES
999-99-9999 DOE A 5CSHCTESTMISC 3000.00 XX/XX/XX — XX/IXXIXX

CERTIFICATION

| CERTIFY THAT THE ABOVE VOUCHERS WERE PAID BASED ON TRANSACTIONS THAT ARE

LEGAL, PROPER, CORRECT, AND AGREE WITH THE DATA SUBMITTED TO THE NATIONAL
FINANCE CENTER.

(NAME AND TITLE)

USDA-NFC-SHAL3
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Heading Index

This index provides an alphabetical list of all headings in the procedure. When a heading is referenced, you
can use this index to locate the page number.

A E

About This Procedutel Exhibits, 101

AD-1000, Claim For Relocation Income Tax Allowance
(For DOJ Users Only)118 F

AD-424, Employee Application For Reimbursement Of
Expenses Incurred Upon Sale Or Purchase (Or Function Keys6
Both) Of Residence Upon Change Of Official
Station (Front) (For DOJ Users Only)16

AD-424, Employee Application For Reimbursement Of H
Expenses Incurred Upon Sale Or Purchase (Or )
Both) Of Residence Upon Change Of Official How The Procedure Is OrganizeH

Station (Back) (For DOJ Users Onlyi)17
Adding A Relocation Travel Authorization/Advancg3 |
Adding A Relocation Travel Voucher (For DOJ Users

Only), 75 Inquiry Meny 99
Adding A Temporary Duty Travel Inquiry Report Print99
Authorization/Advance 11
Adding A Temporary Duty Travel Vouches7 O
Adding Form AD-1000 Data For Relocation Income
Tax Claims 91 Operating Feature$
Adding Form AD—424 Real Estate Dagb
Amending A Previously Established Authorizati&3 P

Printing A Relocation Travel Vouche®7
C Printing A Temporary Duty Travel Vouchefl
Printing An Authorization/Advancgess

Cancelling A Previously Established Authorizati®3

Completing Section C for Type A AuthorizatiQrs? R
Completing Section C For Type B Authorizatipd§

Completing Section C For Type C Authorizatip@8 Record Retention Requirements
Releasing A Relocation Travel Vouch®8i7

Completing Section C For Type L Authorizatio®y

Releasing A Temporary Duty Travel Vouch@&i

Completing Section C For Type N Authorizatip3

Releasing An Authorization/Advance For TRVL
Processing56

D Report TRVL1252, Travel Vouchers Selected For
Verification Report (For DOJ Users On|y)19
DOJ-Specific Record Retention Requiremefts Requesting An Advance Onlig9
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Section D — Accounting ClassificatipB8

Section E — Travel Advanc@9
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Sign—-0n 4
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Authorization/Advance 103, 104
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Authorization/Advance Attachment For Multiple
Travelers 105

Travel Online Generated AD—202M, Travel
Authorization/Advance Attachment For Multiple
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Authorization/Advance Attachment For Relocation
Travel, 107, 108, 109

Index—2

Travel Online Generated AD—202RE, Election For
Separate Relocation Allowancil0

Travel Online Generated AD—616, Travel Voucher
(Temporary Duty Trave/)111, 112

Travel Online Generated AD—616R, Travel Voucher
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Travel System (TRVL) Menwd

U

Unreleasing A Relocation Travel Vouch8®

Unreleasing A Temporary Duty Travebucher, 73

V

Viewing. Modifying, And Deleting A Relocation Travel
Voucher 95

Viewing, Modifying, And Deleting A Temporary Duty
Travel Voucher69

Viewing, Modifying, And Deleting An
Authorization/Advance Prior To System Release
51
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