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This will eliminate the need to have the receipts sent separately from the automated travel voucher and still accomplish the review verification.  Authorizing officials should request review of the receipts if there is a question or concern before approving the voucher.
The web-site for the FTR is http://policyworks.gov; the NASA FTR Supplement web-site is  http://www.hq.nasa.gov/fmm/9700/9700.  Questions regarding this new policy should be directed to Gale Fleming at 6-8599 or Gale.L.Fleming@nasa.gov or the Travel Office at 6-5910. 

original signed by

Jon Wolz, Director

Regional Finance Office




Effective with this announcement, the Regional Finance Office (RFO) will process all domestic travel vouchers, except permanent/temporary change of station (PCS/TCS) and extended travel vouchers, for payment using post payment audit procedures.  All domestic temporary duty travel (TDY) vouchers for GSFC travelers will be examined by the Travel Office and disbursed to travelers once received in the Travel Office, without matching the receipts to the vouchers.  The Travel Manager system has automated the travel authorization/voucher process, and it offers the opportunity to make other processing changes as well.  Travelers and preparers no longer need to fax or mail supporting documentation, i.e. receipts to the Travel Office for domestic travel.  Original receipts must be retained for six years three months in the organization responsible for preparing the travel authorization in accordance with the NASA Financial Management Manual (FMM).   On a monthly basis, vouchers will be randomly selected for a post audit review by the Travel Office, which will require the voucher, receipts and any other supporting documents. 


If you are notified that your voucher has been selected for review, you must produce the voucher and receipts.  Specific instructions will come with that notification.  This change in process will greatly reduce the amount of time it takes to examine vouchers and speed up the reimbursement process. 





Authorizing officials are reminded of their obligations in certifying travel orders and vouchers in accordance with Federal Travel Regulations (FTR).  The authorizing official must have full knowledge of the employee’s activities. He/she must ensure:





(a) The claim is properly prepared in accordance with the pertinent FTR and NASA specific regulations procedures;


(b) A copy of authorization for travel is provided;


(c) The types of expenses claimed are authorized and allowable expenses;


(d) The amounts claimed are accurate; and


(e) The required receipts, statements, justifications, etc. are attached to the travel claim.





Authorizing officials may opt to have the travel voucher preparer review the receipts and put a statement such as “original receipts were reviewed and are on file” in the remarks section of the travel voucher.  














Jon Wolz, Director


Regional Finance Office   
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