Important Year End Dates for Travelers

Point of contact: Christopher Jedrey, Acting Director for Headquarters Operations, 202/358-0483

_________________________________________________________________

As Fiscal Year 2004 (FY04) comes to a close, travelers should be aware that certain transactions regarding travel will require extra consideration.  The following information contains specific instructions for FY04 year-end processing. 

· NASA will not make any travel payments from September 24 through October 15, 2004.  To ensure payments are made prior to this period, all travel vouchers must be received in the Regional Finance Office (RFO) with the "Management Approved" stamp by close of business September 17, 2004.  Extended Temporary Duty Station (TDY) travelers should submit a partial voucher for the month of September.  Travelers should continue to submit travel vouchers after this date; these vouchers will be paid when the system is activated in mid-October.

· If vouchers are submitted in a timely fashion, voucher payments to travelers will be made in sufficient time to support charge card payments to the Bank of America.  Bank of America charge card accounts are not considered past due until 45 days after the billing statement date and suspension of cardholder privileges does not occur until 60 days after the billing statement date.  Timely payment of Bank of America charge account bills is the responsibility of each cardholder. 

· Travel Manager will not be accessible from October 1 – October 5, 2004.  Travelers must ensure that travel authorizations needed during this time have been completed.  Remember to allow sufficient time for the documents to route through the Regional Finance Office (RFO), since tickets cannot be issued without the RFO stamp.  Be sure to print any documents you might need with you while on travel by close of business on September 30, 2004.  Emergency requests for unexpected travel will be handled via paper on a case-by-case basis. 

· As a reminder, Federal Travel Regulations (FTR 301-52.7) require that all travel vouchers must be submitted:

a. Within 5 working days after you complete your trip or period of travel; or

b. Every 30 days if you are on continuous travel status.

For questions regarding FY04 year-end activities or for assistance with Travel Manager, contact the Business & Administration Systems Office (BASO) at 202-358-IFMP (4367).
