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August 2003

SUBJECT:  HQ Travel Voucher Procedures

HQ travel voucher procedures, effective immediately:

Domestic

Receipts for domestic travel vouchers, except permanent/temporary change of station and extended travel vouchers, are no longer required to be faxed to the travel office at GSFC

Foreign

Foreign receipts with the first page of the voucher should still be faxed to JSC at 281-483-3356. 

Invitational

Receipts for invitational travelers do not need to be sent to GSFC.  However you still need to fax the voucher with the traveler’s signature to 301-286-8261.

Record Retention

In accordance with the NASA Financial Management Manual, each organization preparing travel documents is responsible for maintaining the original receipts for six years three months.  

Audit Procedures

Audit procedures have been put in place for random monthly audits.  If you are notified that your voucher has been selected for review, you must provide the voucher and receipts as outlined in the specific instructions that you received with the notification.

Questions regarding this new procedure should be directed to Gale Fleming at 301-286-8599 or the Travel Office at 301-286-5910.

