VIA ELECTRONIC MAIL:  NO HARD COPY TO FOLLOW
September 9, 2010

Memorandum

To: 
Directorate, Field Directorate, Chief, USPP, WASO Division Chiefs and Team Leaders
From:
Comptroller, National Park Service
Subject:
Continuing Travel Processing Improvements

The purpose of this memorandum is to convey changes in the way the National Park Service  processes temporary duty travel authorizations and vouchers.  We continue to modernize the process to take advantage of technological advancements implemented in GovTrip 2.0, to strengthen internal controls, and to comply fully with applicable laws and regulations.  Attachment 1 provides more details on these changes.

Effective immediately, in accordance with the Federal Travel Regulation Part 301-73.100, all Temporary Duty travel must be processed through GovTrip, unless an exception has been granted. 

Please direct questions regarding these changes to your region’s designated travel coordinator.  In addition, questions concerning GovTrip navigation and system questions should be addressed to Steven Mahorney, Systems Accountant, Accounting Operations Center (AOC), at (703) 487-9179.  Travel policy questions should be addressed to Supervisory Fiscal Specialists, AOC, Angela Terry (703) 487-9338 or Timothy Bailey (703) 487-9129.

/s/ C. Bruce Sheaffer

SIGNED ORIGINAL ON FILE

Attachments (2)

National Park Service Travel Payment Process

Background 

Numerous laws and regulations govern the manner in which payments can be made in the Federal Government.  For travel payments, these laws and regulations require that the travel be properly authorized, that each claim is approved, supported by receipts, audited, and the payment certified by a certifying officer.  The last item is performed by an AOC employee who carries the risk or personal responsibility for each payment.  Management is responsible for ensuring there is a solid payment system in place that meets all these requirements and protects our certifying officers.

With the implementation of GovTrip, and the recent release of GovTrip 2.0, several new features have become available that allow our organization to capitalize on the advancements made in automation while increasing the overall speed in which travelers receive reimbursement for travel expenses.  This ultimately minimizes the expense involved in mailing travel documents and the high cost of auditing every travel voucher.

Management has researched methods to reduce this risk, comply with applicable laws and regulations, meet fiduciary responsibilities, and still be responsive to travelers.  The system we have devised satisfies all of these requirements.  Due to this, we are simultaneously implementing several new methodologies in the travel payment process. 

Overview of Changes

These methodologies are described briefly below:

1. Electronic Signatures:  Unless an approved exemption exists, all vouchers submitted via GovTrip, must be electronically signed by the actual traveler.  See the Procedures section of this document for additional information (page 2).
2. Fast Pay:  The General Accounting Office (GAO) allows for payment in advance of audit in those circumstances where we have an on-going arrangement with the claimant and there is physical separation of the certifying officer.  This is certainly true in most cases of travel payments to our employees, with the exception of vouchers requiring pre-payment audit (Refer to page 2, Procedures, Creation of GovTrip Profiles).
3. Sample Audits:  GAO has long recognized the advantages of auditing just a small, valid sample of payment vouchers and allows certifying officers to rely on this methodology.  The AOC currently applies statistical sampling to those travel vouchers received at the AOC. 

4. GovTrip Pre-Payment Audit:  The GovTrip system allows for vouchers that require pre-payment audit before the final approval and release for payment by the AOC via routing lists established in GovTrip. 

5. Filing Travel Vouchers:  GovTrip allows documentation pertaining to travel vouchers to be stored digitally.  As such, physical files of travel documentation, for vouchers that have been electronically submitted via GovTrip, will no longer need to be maintained on site.  The logical extension of the above change means that the voucher package needs not be sent to the AOC unless an approved exemption exists. 

The most critical step in this process is the implementation of GovTrip.  Travel claims submitted through this system will be uploaded nightly for immediate processing in Federal Financial System (FFS).  Travel claims that pass the FFS edits will be certified for payment by the certifying officer and immediately sent to the Treasury Department for payment.  In such cases, travelers can expect the reimbursement in their bank account in three or four work days from the date the voucher was marked “Paid” in GovTrip.  Travel vouchers that do not pass edits will be researched and corrected.  In such cases, travelers can expect the reimbursement in their bank account in three or four work days from the date that the edit was corrected and passed in FFS.

Procedures

Maintaining Vendor Files in FFS:  The Debt Collection Improvement Act of 1996 requires that payments be made electronically to an individual’s bank account, and that the tax identification number (Social Security Number) be reported to Treasury.  If travelers are not already set up to receive payments electronically they must submit a completed SF-1199a, Direct Deposit form, or a FFS vendor file update form (Attachment 2) to the Travel and Transportation Section at AOC.  Employees who cannot receive payment electronically must submit a written request seeking an exemption to the Manager, AOC. 

In cases of an exemption to the requirement of electronic payment (i.e., Invitational Travelers), a FFS vendor file update form must still be submitted to the Travel and Transportation Section at AOC, as the payment information is submitted to Treasury electronically via FFS and cannot be done so without a vendor file established in FFS.  An exemption to the requirement of electronic payment does not, by itself, grant the authority for the use of Third Party Draft, rather it will allow for a physical check to be issued by Treasury.  Please refer to the NPS Payment Procedures Guide for additional information on exemptions to the requirement of electronic payments and payments via Third Party Draft.

Creation of GovTrip Profiles:  Within the General Traveler Data section of the traveler profile in GovTrip, the “Select for Pre-Payment Audit” must be set to “Yes” for the following travelers:
1. Invitational Travelers

2. Advisory Board Members

3. National Park Service Director

4. National Park Service Deputy Directors

5. National Park Service Comptroller

6. AOC Employees

This applies to both travelers who currently have a profile established in GovTrip and to future travelers when his/her profile is created.  The change to current profiles must be immediately placed into effect. 

When establishing profiles for Invitational Travelers in GovTrip, the corporate charge card number must be entered, as Invitational Travelers are not authorized to receive a Government-issued Charge Card.  Additionally, in cases where the travel voucher(s) will be prepared by a designated travel preparer, rather than the actual traveler, the “Alternate Notification Email(s)” section of the traveler’s profile should be set to the travel preparer’s email address.

GovTrip Routing Lists:  The routing lists established in GovTrip ensure that vouchers requiring an audit are properly captured within the system, as such only the Regional Lead GovTrip Administrators will have the authority to create, maintain, or update routing lists within GovTrip.  All new routing lists must be reviewed and approved by the AOC, before implementation, to ensure that the Foreign Travel and Pre-Payment Audit elements have been added correctly.
Travel Arrangements:  Travel arrangements must be made via GovTrip unless an exemption has been granted in accordance with FTR part 301-50.3.  In cases where an approved exemption does not exist and travel arrangements have been made outside of GovTrip, the traveler will be responsible for any additional costs resulting from the failure to use GovTrip.
Travel Authorizations:  Travel authorizations must include all of the information required in FTR Chapter 301, Appendix C, and FTR part 301-71.103.  The Approving Official must ensure that travel authorizations limit expenses to those that result in the greatest advantage to the government and that travel is performed by the most expeditious means practicable.  In accordance with FTR part 301-70.101, the following should be considered in determining which method of transportation results in the greatest advantage to the government:

1. The total cost to the government, including per diem, overtime, lost work time, actual transportation costs, total distance of travel, number of points visited, the number of travelers, and energy conservation.

2. Travel by common carrier (GSA City-Pairs contract airfare) is considered the most advantageous method to perform official travel.  Other methods of transportation may be authorized as advantageous only when the use of common carrier transportation would interfere with the performance of official business or impose an undue hardship upon the traveler, or when the total cost by common carrier exceeds the cost by another method of transportation.  A determination that another method of transportation is more advantageous to the government than common carrier will not be made on the basis of personal preference or inconvenience to the traveler.

Constructed Travel (Cost Comparisons):  If a mode of transportation is chosen that is not the most advantageous to the government, then reimbursement must be limited to the constructive cost of the authorized, most advantageous method of transportation.  This is the sum of per diem and transportation expenses that the employee would reasonably have incurred if they had traveled by the authorized, most advantageous method of transportation.

A. Requirements– 

1. In GovTrip, prepare two travel authorizations (one for the method most advantageous to the government, and one for the method preferred by the traveler).
2. Use the TRIP COMPARE function in GovTrip to choose the lesser of the two costs.
3. Upload a copy of the TRIP COMPARE to the authorization that is in the best interest of the government.
4. When applicable, add the following statement to the travel authorization:  “use of POV authorized, but cannot cost the government more in time and expense than the constructed cost of travel via common carrier.”

5. In GovTrip, if the use of a POV is not considered advantageous to the government, select “POV USE NOT ADVANTAGEOUS TO GOVERNMENT” in the Other Authorizations section under Additional Options.
6. Authorize the TA that is in the best interest of the government.
7. Upon return, complete a voucher showing the travel as actually performed, compare this to the constructed costs of the approved TA.

8. Reduce the costs claimed on the voucher to the total of the constructed cost.

B. Types of costs to be considered include the following:

1. Per diem–The total number of days on official business at the TDY location(s), plus a reasonable amount of time for travel to and from the official station, or other authorized point of departure, and the TDY location(s), and between TDY locations.  A reasonable amount of time is generally considered to be one day of travel for each authorized destination of the trip.  The lodging expenses actually incurred are used to compute the constructed travel costs.  Reimbursement of lodging expenses will be actual, not to exceed the prescribed rate for the temporary duty station locality.  
2. Air transportation–When determining constructive costs for common carrier, the availability of contract airfare seats must be assumed.  The GSA City-Pairs contract airfare rates must be utilized when performing constructive costs.  

3. Transportation costs to be considered in addition to airfares–In determining the constructed common carrier cost, the usual transportation costs to and from the common carrier airports should also be included.

4. Taxicabs and rental cars–Only the usual taxicab or airport limousine fares, plus tip, not round-trip mileage and parking, should be used for constructed travel purposes.  The cost of a rental car for travel at the temporary duty site must not be included in the total constructed cost of the common carrier transportation.  

5. Requirement of annual leave–The traveler must take annual leave for any normal working hours lost because of additional travel time incurred due to travel by POV at the traveler’s own convenience or personal preference.  The employee is to be charged leave for excess travel time traveled by privately owned vehicle when they could have accomplished the official business involved in a shorter time had they traveled by appropriate common carrier.  The leave must be shown on the travel voucher.

In computing constructed costs, transportation and per diem are combined for actual versus constructed travel.  The total actual cost is compared to the constructed cost calculation.  If the actual cost is greater, then the actual amount claimed must be reduced to the total of the constructed travel cost.  

Submission of Travel Vouchers through GovTrip:  Effective immediately, all temporary duty travel vouchers must be submitted via GovTrip, unless an exemption has been granted.  Vouchers submitted via GovTrip must have any required supporting documentation uploaded into GovTrip prior to payment.  Exemptions to this may be granted in the following circumstances:

1. Such use would result in an unreasonable burden on mission accomplishment (e.g. emergency travel is involved and GovTrip is not accessible; or the traveler has special needs or requires disability accommodations in accordance with FTR part 301-13).
2. Such use would compromise a national security interest.
3. Such use might endanger the traveler’s life (e.g., the individual is traveling under the Federal witness protection program, or is a threatened law enforcement/investigative office traveling under FTR part 301-31).
4. Additionally, certain types of travel vouchers must still be sent to AOC for manual audit and payment.  These vouchers should continue to be submitted to the AOC as in the past.  These vouchers are as follows: 

a. Permanent Change of Station vouchers-GovTrip cannot currently process Permanent Change of Station vouchers.

b. Certain reclaim, supplemental, or amended vouchers-Reclaim, supplemental, or amended vouchers are vouchers in which an expense has been added, removed, or modified on a voucher that has already been submitted for reimbursement.  GovTrip is not currently capable of processing where the adjusted expenses result in a decrease in entitlements that had been paid on a previous voucher.  Due to this, vouchers with a decrease in entitlements must be sent to AOC for manual processing.  All other changes may be processed in GovTrip.

In cases where an approved exemption exists, the travel voucher must be mailed to the AOC for manual processing and reimbursement; the travel voucher must have the approved exemption attached. 

Electronic Signatures:  All vouchers submitted via GovTrip must be electronically signed by the actual traveler; unless an approved exemption exists under the following circumstances:
1. Invitational Travelers.  In such cases the travel voucher must be physically signed by the Invitational Traveler, and uploaded into GovTrip. 
2. National Park Service Officials with the authority to delegate his/her signature authority to other select personnel.  In such cases the delegation approving the signature authority must be uploaded into GovTrip.
3. Extremely unusual circumstances, where the traveler is physically incapable of electronically signing the document his/herself.  In such cases, the approved exemption must be uploaded into GovTrip prior to payment.
Under the circumstances listed above, and only the circumstances above, the voucher may be signed by a Non-GovTrip Entry Agent (T-Entered) in order to allow the voucher to continue through the routing process.  This authority may be granted on a case-by-case basis by the Regional Lead GovTrip Administrators in situations where there is a legitimate need, as per the exemptions listed above, for a Non-GovTrip Entry Agent.  Unauthorized use of the T-Entered function in GovTrip may result in the removal of GovTrip privileges.
GovTrip Pre-Payment Audit:  Hard copy travel vouchers and associated documents will no longer be submitted to the AOC; vouchers will now be submitted through GovTrip, except as noted in the Submission of Travel Vouchers through GovTrip section (page 4).  This means all required documentation associated with travel vouchers must be uploaded into GovTrip prior to the approval of payment in GovTrip.  These are financial documents, and the retention period for such documents is six years and three months.  Each park/office is now responsible for ensuring that documents are properly uploaded and stored in GovTrip.

The following types of Temporary Duty travel vouchers will be subject to pre-payment audit by the Accounting Operations Center (AOC):

1. Any voucher with a net pay to traveler of $1,000.00 or more

2. Invitational travel vouchers

3. Cost comparison travel vouchers (constructed travel vouchers)

4. Actual expense vouchers

5. International travel vouchers

6. Advisory Board Members

7. National Park Service Director

8. National Park Service Deputy Directors

9. National Park Service Comptroller

10. AOC employees

11. Vouchers randomly selected for audit, via statistical sampling

In addition, the AOC can conduct a full audit on any voucher or group of vouchers where there is a suspicion of fraud or impropriety, or where a National Park Service official requests such an audit.  As stated earlier, this is necessary for us to meet our fiduciary responsibilities and provide assurance for the certifying officers.  AOC is utilizing the system capabilities implemented in release of GovTrip 2.0 that will select the appropriate travel vouchers for audit on a daily basis.  The respective traveler of the selected voucher will receive an e-mail notification from GovTrip when his/her voucher has been selected for audit.  

In cases where a voucher has been returned to the traveler for correction, the traveler will receive an email from GovTrip stating that his/her voucher has been returned.  Comments from AOC listing the reason(s) for return can be found under the Digital Signature page in GovTrip.  Once the corrections to the respective travel voucher have been made, the travel voucher must be re-signed by the traveler; after which it will resume processing according to the established routing list.

Storage/Filing of Travel Documents:  GovTrip allows documentation pertaining to travel vouchers to be stored digitally.  As such, physical files of travel documentation will no longer need to be maintained on site by the park/region, for vouchers that have been electronically submitted via GovTrip.  The logical extension of the above change means that the voucher package needs not be sent to the AOC, except as noted in the Submission of Travel Vouchers through GovTrip section (page 4).  This means all required documentation associated with travel vouchers must be uploaded into GovTrip prior to the approval of payment in GovTrip.  These are financial documents, and the retention period for such documents is six years and three months.  Each park/office is now responsible for ensuring that documents are properly uploaded and stored in GovTrip.  This change does not eliminate the requirement for original receipts of expenses that were purchased with a Government-issued Charge Card to be attached as supporting documentation to charge card statements.  Refer to the NPS Charge Card Policy for additional information on the supporting documentation requirements for charge card statements.

Additional Resources:  Additional resources pertaining to travel and transportation are as follows:

1. Federal Travel Regulation:  http://www.gsa.gov
2. Financial Management Memoranda:  http://www.aoc.nps.gov/fmms.html
3. NPS Resource Manuals, documents, and forms:  http://www.aoc.nps.gov/documents/fst_docs.html
4. eTravel:  http://www.aoc.nps.gov/etravel.html
5. GovTrip:  https://govtrip.com
6. The AOC website:  http://www.aoc.nps.gov/index.html
Other resources may also be available on your regional/park website.

Summary

Effective immediately, most temporary duty travel vouchers must be submitted via GovTrip.  GovTrip will become the official repository for travel documents, and no longer submit them to the AOC, except as noted above.  Travelers can expect to receive reimbursement to their designated bank account within four work days of acceptance of a valid travel claim.  Finally, only selected vouchers will be subject to audit upon notification by the AOC.
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Employee FFS Vendor Maintenance Form

	

	
	


Employee Information

	Employee Name:
	     

	(as indicated in payroll records)
	

	
	

	Social Security Number:
	     

	
	

	Home Address:
	     

	
	     

	
	     

	City, State and Zip code:
	     

	
	

	Phone Number:
	     

	
	

	Email Address:
	     

	
	

	Organizational Code:
	     

	
	


Banking Information

	Bank Name:
	     

	
	

	Bank City, State and Zip

code:
	     

	
	

	Routing Number:
	     

	(9 Digit ABA)

	


	Account Number:
	     

	
	

	Account Type:
	     


(Checking or Savings)

	Employee Signature:
	
	Date:
	


