TRAVEL VOUCHER INSTRUCTIONS

Travel vouchers are not required to be typed; however if handwritten, the travel voucher must be filled out and signed in ink.

SECTION A

· Block 1, travel authorization number from Block 3 of the Travel Authorization

· Blocks 2 and 3, enter social security number and name as shown on Travel Authorization 

· Block 4, Agency Code – 16

· Block 5, Agency Originating Office Number – AG16164000

· Block 6, leave blank

· Block 7, date travel started and ended 

· Block 8, Type Claim – DM

· Block 9, leave blank

· Block 10, “Yes”, if leave taken in travel status; “No”, if no leave taken

· Block 11, block will be filled in with a number from authorization ONLY if there is a training document number on authorization in Section A, Block 12.

· Block 12, official duty station (city & state of office location)

· Block 13, complete block if different from official duty station

· Block 14, will be “NO” if authorization was approved before travel performed

· Block 15, number of nights out while in travel status

· Block 16, leave blank

SECTION B

· Block 17, Salary Address should be checked

SECTION C

Completed only if travel by air or rental car

·  Block 22, CC for Credit Card

·  Block 23, name of airlines, such as AA for American Airlines

·  Block 24, identification number should be on your airlines ticket

·  Block 25, number of days and miles driven

·  Block 26, amount of charge for airplane ticket, etc.

·  Block 27, only if applicable

SECTION G

This section should be filled out prior to filling out Section D due to information from Section G is transferred to Section D.

· Repeat social security number and name as shown in Section A, Blocks 1 and 2

· Itinerary from/to dates should be filled out for each day of travel

· Starting location (city and state) and TDY location (city and state) should be shown

· Time does not need to be filled out

· One night lodging , second day should be shown with city and state of TDY location as “from” and return location in “to” location.

· More than one night lodging may be combined on the second day if the charges for motel, etc. are the same each day.  Example:  From 06/07/01 To 06/11/01.   First and last day of trip is shown as .75 of a day when figuring number of days.

· Information on per diem rate for meals and lodging can be found at the following web site: http://policyworks.gov/org/main/mt/homepage/mtt/perdiem/travel.shtml or from your zone office assistant or financial management.  Show actual lodging charge without taxes but no more than amount authorized. 

· Add number of days together to get your total number of days and show in TOTALS column of Section G.

· Add lodging and meals together to arrive at total per diem for each day and add days together to show in TOTALS column of Section G.  Any meals paid for by the government should be deducted.  Check with your zone office assistant or section secretary for amount to deduct.

· Calculate mileage if a POV is used.  First day should show total mileage driven to the TDY location and the last day will show total mileage driven back to official location.  Multiply total number of miles by mileage rate as authorized on authorization Section C, Block 23 (10.5 cents per mile for personal preference rate or 36.5 cents per mile for government advantage rate.  Government advantage rate requires supervisor's approval).

· Parking and toll fees are to be shown on date they occur.  

· Miscellaneous Expense – 
· Total taxes charged each night on your motel room are shown under Supplies.  If room rates exceed allowable, taxes claimed must be pro-rated based on maximum rate allowed.

· Registration fees are included under Supplies

· Telephone calls are allowed if lodging is for more than one night and covers phone calls to employee's residence to family members.  The total amount claimed cannot exceed and amount equal to $5.00 multiplied bye the number of lodging nights.  The note “Telephone calls of a personal nature are consistent with DR2300-3, dated 5-3-90” should be written in the “Remarks” in Section G.

· Any other miscellaneous expense other than telephone calls should be shown under Supplies.

· Total miscellaneous expenses (supplies & telephone) are to be totaled together in TOTALS column.

· Purpose of travel should be shown in REMARKS block of this section.

SECTION D

· Block 28, should have the location (city/state) of motel, and use the information
Section G (second page) for total number of days, plus the total per diem  
amount.

· Block 29, repeat number of days and amount from Block No. 28.

· Block 31, shown in Section G under MILEAGE
· Block 32, fill in this block if you had parking or toll charges, this should be shown under Section G, Mileage (Parking. Tolls, etc.)

· Blocks 33 through 35 and 37, applicable only if travel by air or car rental

· Block 36, Miscellaneous Expenses total can be found in Section G

· Block 38, total of Blocks 29 through 37

· Block 39 through 43, leave blank

· Block 44, same as Block 38

SECTION E

· Block 45, should be checked if the accounting and purpose of travel is the same as on your TRAVEL AUTHORIZATION.  If you check this block the remainder of the information in this section does not need to be filled out.

· Block 46, check only if you have more than one accounting code on your travel authorization.  If this block is checked, you need to fill in Purpose Code, Accounting Classification and Percentage blanks.

SECTION F

· Blocks 47 and 48, be sure to sign and date your travel voucher.

· Block 49, check “yes” in block 49 if you are the only person listed on the Travel Authorization, check “no” if more than one person is traveling on the same authorization.  (If the third letter in the travel authorization number is  “S”, you were the only person traveling on the authorization, “M” means there were multiple persons traveling.

· Blocks 50 through 56,  leave blank

