
SUBJECT: Request for Travel Authorization - Beaver, WV                                                         
 Auth. No. (filled in by travel clerk) 
 TO: (1) Supervisor (for signature approval) 
  (2) Research Leader or Administrative Officer (for signature approval) 
  (3) Tammy Arrington (for preparation of authorization) 
 

Name of Traveler(s):                                                                                                                                              

Travel to:                                                                                    

Date of departure:                                  Date of return:                                        

Purpose of Travel:             Purpose Code:       (See page 2 of form)                           

If attending a meeting/conference, please indicate title and beginning and ending dates: 

                                                  

Visa travel card holder          Yes    ____ No   
 
If a registration fee is involved, it must be paid with a purchase card – not travel card, personal 
credit card or check.  
 
Mode of Travel           Estimated Travel Expenses 
    Common Carrier (air, train)       
    Government Vehicle              Parking/Tolls/Taxi 
    Rental Car                        Miscellaneous 
    Privately Owned Vehicle       
 
Hotel name & phone number:                    
                                                                
Special travel requirements:                 
                                                                     
Accounting code and CRIS to be charged:                                      

                                                      
Will any meals be provided?              If so, meals must be listed on travel voucher upon return.                                 
 
Are any expenses being paid in-kind?             If so, description and amount?                                       
                                                                                                                                                                        
 
                                                                                                                                                             
Supervisor / Lead Scientist Approval          (Date) 
 
                                                                                                                                              
 Administrative Officer / Research Leader Approval    (Date) 
 
 
Travel Arrangements to be made:  
       
Preferred  - Airline(s):  _________________                                
 Departure Flight Time/Airport__________________Return Flight Time/Airport  ___________________    
                 
Hotel                                          Conf. #                         Phone                           Cost per night __________            
 
Preferred - Rental Car Co.                                                                   
 
To ensure that you do not go over the approved per diem rate, please check with travel clerk before hotel 
reservations are made.  You may check yourself at:  
http://www.gsa.gov/Portal/gsa/ep/contentView.do?programId=9704&channelId=-
15943&ooid=16365&contentId=17943&pageTypeId=8203&contentType=GSA_BASIC&programPage=%2
Fep%2Fprogram%2FgsaBasic.jsp&P=MTT 
                                                                                 

http://www.gsa.gov/Portal/gsa/ep/contentView.do?programId=9704&channelId=-15943&ooid=16365&contentId=17943&pageTypeId=8203&contentType=GSA_BASIC&programPage=%2Fep%2Fprogram%2FgsaBasic.jsp&P=MTT
http://www.gsa.gov/Portal/gsa/ep/contentView.do?programId=9704&channelId=-15943&ooid=16365&contentId=17943&pageTypeId=8203&contentType=GSA_BASIC&programPage=%2Fep%2Fprogram%2FgsaBasic.jsp&P=MTT
http://www.gsa.gov/Portal/gsa/ep/contentView.do?programId=9704&channelId=-15943&ooid=16365&contentId=17943&pageTypeId=8203&contentType=GSA_BASIC&programPage=%2Fep%2Fprogram%2FgsaBasic.jsp&P=MTT


 
 

GovTrip Purpose Codes 
 
GovTrip has greatly reduced the purpose codes in their system. The remaining codes and the instances 
for use are: 
 
Conference/Not Training – This is for all types of conference attendance, including speaking or presenting 
a paper 
 
Employee Emergency – This is used when issuing authorizations for employee whose travel is 
interrupted due to illness or family emergency.  Please see the requirements in FTR  301-30. 
  
Entitlement – Used for overseas assignments. 
 
Mission (Operational) – Travel to perform agency work. 
 
Special Agency Mission – Travel when providing security (not used in REE). 
 
Training – Travel to attend curriculum based training such as OPM classes, commercial training classes, 
agency specific training (research leader training, CARE training, etc.) 
 
Currently, we have no guidance from the Department on pre-employment  interview travel.  Until we have 
further guidance, use Mission (Operational) for this type of travel.                                                


