
TRAVEL RESPONSIBILITIES

for 

Travel Services, Visa Services 

& 

Travel Coordinator



Importance?

Work together for the benefit of our JLab 
staff traveler’s and visitor’s

 Minimize process flow time

◦ Back and forth exchange for information

 Reduce air travel costs

◦ Tickets purchased earlier

 Prompt traveler reimbursements

◦ Less questions from auditors



Visitor Registrations 

with Tax Forms

Sue Ewing

June 15, 2010



Registration Process

Travel Coordinator Human Resources

 Send URL to visitor to begin 
registration process

 Visitor submits online 
registration and faxes tax 
form (if receiving any JLab 
funding)

 Coordinator receives email 
confirmation of registration 
submittal

 Coordinator receives email 
confirmation of JLIST upload

 Coordinator initiates TA

 JRIS submits registration to 

sponsor for approval

 Travel Office receives IRS 

form from JRIS

 JRIS uploads approved 

registration 



QUESTIONS

Also:  Refer to “Visitor Registration Process” on the Travel website – Training tab

http://www.jlab.org/div_dept/cfo/travel/training.html



Registration, Note 1:  
WHO IS INCLUDED IN PROCESS

ALL PERSONS RECEIVING ANY TYPE OF FUNDS FROM 
JSA EXCLUDING STAFF 

USERS

VISITORS

INTERVIEWEES

STUDENTS

TEACHERS

USER-UNDERGRADUATES

NEED TO RENEW  REGISTRATION AND TAX FORMS 
EVERY 2 YEARS



Registration, Note 2:  

LINKS AND EMAILS

Email rec’d by coordinators when registration 
submitted:

A JLab registration form has been submitted for XXXXX, with the checkbox for 
travel coordination / payment selected "Yes". The registration needs to be 
forwarded to the supervisor and uploaded into JList before a TA can be 
created for this individual. You will be notified upon upload into JList. 

Registrations are processed at 12am and 5pm daily. In the meantime, if you 
want to track the status of this registration form, you can visit the following 
URL: 

https://mis.jlab.org/mis/apps/cis/jris_reg_form/viewFormsRequiringTravelSupport
.cfm

https://mis.jlab.org/mis/apps/cis/jris_reg_form/viewFormsRequiringTravelSupport.cfm
https://mis.jlab.org/mis/apps/cis/jris_reg_form/viewFormsRequiringTravelSupport.cfm


Registration, NOTE 3:  Travel 

Coordinator creates a TA

 Only allowed after upload of registration and 

tax form

 Only records with valid tax form date in 

JLIST will allow a TA to be created



Registration, NOTE 4:  

DOCUMENTS  
 TRAVEL REIMBURSEMENT 

◦ Valid registration

◦ Valid tax form

◦ Valid picture ID (U.S.)

◦ Valid Immigration Documents (Non-U.S.)

 Passport

 Visa

 I-94 travel card



Registration, NOTE 5:  

TRAVEL VISAS

 WASHINGTON PASSPORT & VISA 

SERVICE

◦ TRAVELER COMPLETES FORMS

◦ PASSPORT, FEES, FORMS SENT FED EX

◦ MINIMUM 2 DAY TURN AROUND

◦ TRAVELER DOES NOT GO TO 

WASHINGTON

◦ http://www.wpvs.com/



THANK YOU



Travel Authorization (TA)

Travel Coordinator (TC) Travel Services (TS)

 Create, save and submit TA 
for all travel with or w/o JLab 
cost.

 Ensure “Total estimated cost” 
same as POA/Split cost (see 
audit finding)

 Track submitted TA until 
approved.

 Cancel TA when trip not taken 
– note committed charge 
disposition

 Notify TS if canceled trip can 
be archived.

 Review & process all 
approved TA’s for cash 
advances & prepayments

 Confirm with TC why TA 
not in submitted status after 
15 days

 Archive trip once all costs 
are posted to Costpoint

 Archive canceled trips with 
no outstanding committed 
cost, per TC request.



Internal Audit Recommendation: 

Travel Coordinators are to verify that the 

amount reported for “Total Estimated Cost” on 

the TA agrees with the cost center breakdown 

under POA/Split. Per inquiry of Travel 

Services, the TA system will provide a warning 

message in the event that the costs do not 

agree.  Discrepancies must be researched and 

corrected prior to bypassing the message



Foreign Travel 

Gloria Daniel

June 15, 2010



FOREIGN TRAVEL

Travel Arranger

 Prepare the T/A and follow 

up to ensure it is approved 

prior to submitting FTR 

(Foreign Travel Request)

 Check to make sure that the 

passport information is 

current and up to date.  

Notify traveler if needed.

Travel Coordinator

• Check the T/A upon review 
of the  FTR to verify it is in 
submitted status. Will send 
email if not submitted.

• Validates the passport 
information and contacting 
TC if not current. An email 
will be sent to the traveler 
with copy to the TC if the 
passport will expire within 
six months.

Travel Services



FOREIGN TRAVEL

TR Section II

• Travel dates  and estimated costs 
should match dates on T/A.

• Benefit to government should not 
include any acronyms. 

• Any other additional information 
should be included in section two 
under General Comments , 
examples:

• place of departure from return, 

• traveler is on vacation and attending 
business functions, 

• address of after hours  person if not 
staying in a hotel etc.

Travel Services

• Verify the information on the 

T/A corresponds to what is on 

the FTR. Emails will be sent 

to Travel Arranger to correct 

errors from the FTMS system.

• FTR will be periodically 

checked for corrections. 

• Notes will be made on 

approval page if emails are 

sent or conference approval is 

needed

Travel Coordinator



FOREIGN TRAVEL 

TR Section II

Travel Coordinator

• Complete line 31 comment 

box with the statement, 

“Medical Services has been 

notified and will contact 

traveler prior to departure.”

• Complete the required 

document  for taking any type 

of Department of Energy 

equipment  and forward to 

Shauna Cannella at MS 28G.

Travel Services

 Verify that all mandatory 

fields are completed 

correctly and comment 

fields are completed.

 There is no follow up by 

TS on whether documents  

for equipment have been 

submitted. 



FOREIGN TRAVEL

TR Section III

Travel Coordinator

• Selects the appropriate 
purpose for the trip which 
may include more than one 
selection.  Examples are 
conference, meeting, 
personal leave etc.

• If personal time is taken, 
confirms dates and includes 
that with justification by 
stating, “Personal days: 
June 25-26 (2 days).

Travel Services

• Verifies the purpose is correct 

and if changes are needed 

email is sent to Arranger. 

• Calculates business days and 

personal days to ensure they 

are within policy (1 day less 

than  total # of business days). 

Arranger may be contacted for 

additional information. 

Personal days should be noted 

on T/A also.



FOREIGN TRAVEL

TR Section III

Travel Coordinator

 Ensures that contact name 

and numbers are correct 

and complete. 

 Will add the address of the 

after hours contact if the 

Traveler is not staying in a 

hotel to line 29 under 

General Comments. Not

having this information will 

delay approval.

Travel Services

• Verifies that all pertinent 
information is included to 
request country clearance.

• Emails will be sent to 
Arranger from FTMS 
requesting corrections to be 
made. Once corrections are 
completed the approval 
process will proceed which 
includes Country Clearance 
request.



FOREIGN TRAVEL

Travel Coordinator

• Responsible for routing the 
request to the proper 
approvers within the Lab.

• Responsible for making sure 
the T/A is approved by the 
authorized approvers.

• Responsible for making sure 
the request is approved by the 
supervisor on the routing 
template. This is normally the 
first approver listed.

Travel Services

 Responsible for checking 

the routing template to 

make sure everyone is 

included on the list for the 

Lab.

 Responsible for additional 

routing if needed for 

requests that are either 

Major Conferences or 

Sensitive countries. 



FOREIGN TRAVEL

Travel Coordinator

 Once approval is granted 

final trip preparations can 

be completed. 

◦ purchase of airfare, 

◦ payment of registration fees

◦ prepayment of lodging or 

lodging deposits.  

Travel Services

 Monitor approval status and 

follow up with approvers if 

not approved.  TC will be 

contacted for supervisor 

approval status.

 Send request for Country 

Clearance.

 Notify Traveler and TC via 

email once approval is 

granted.



FOREIGN TRAVEL

NOTES
• TC should make sure the FTR approval 

process is explained to the Traveler.  

• FTR’s are processed in order of departure date 
due to the number of requests that are received. 

• Trips received far in advance can be delayed 
for a number of reasons.

• See Instructions for creating an FTR at Travel -
Foreign Travel website: 
http://www.jlab.org/div_dept/cfo/travel/foreign
.html



FOREIGN TRAVEL

Notes
• Sensitive countries and Major 

Conferences require additional approval 

from approvers outside of the Lab.  

Country Clearance request are also 

handled out side the Lab for these FTR’s. 

• Once Country Clearance is requested we 

have to wait on the Embassy.  The Lab 

does not have any control over how long 

they take to approve.



Conference Management

Travel Coordinator Travel Services

 Add conferences and 
projections to database as 
early as possible.

 Link TA to conference and 
verify costs on TA are as 
estimated on projections.

 Respond to Last Calls and 
requests for Benefit or Impact 
Statements promptly.

 Submit late requests to attend 
for anyone being added after 
conference is closed.

 Notify DOE thru CMS of 
all projected Non-DOE 
conference attendance

 Monitor conf. projections 
for those that require 
approval.

 Send notices to TC’s for,

◦ Last call: 5 – 10 days

◦ Closed: 1 – 3 days

◦ Approvals:  within 24 hrs of 
receipt



Travel Arrangements

Travel Coordinator Travel Services

 Personal days combined 

with business travel – get 

airfare cost comparison of 

business portion only.

 Use Rearden for all single 

destination, domestic trips

 Ensure TA is approved 

before committing funds

 Authorize airline ticket 

purchase w/agent only 

when TA is approved.

 Authorize all airline ticket 

purchases over $2100

 Validate other than coach 

seat purchases meets policy



Expense Report

Travel Coordinator ` Travel Services

 Prepare & submit ER per policy

◦ Domestic – 5 business days

◦ Foreign – 20 business days w/trip 
report from traveler.

 Confirm POA/split is same on TA as 
ER

 Forward required receipts to TS once 
ER signed by traveler

 Submit requests for cash advances & 
prepayments at least 3 business days 
before needed.

 Confirm per diem and mileage rate 
for dates of travel

 Ensure meal deductions are 
subtracted from per diem when 
appropriate.

 Process ER within 5 business 
days of receipt of ER and all 
back-up

 Audit 100% of ER’s for FT, 
Conf, Mgmt, CFO staff, Relo, 
self-prepared – audit 25% of 
domestic other ER’s

 Return audited ER’s to TC 
that need correcting.

 Add new vendors when tax 
forms, ER or direct-bill is 
received.

 Verify POA(s) on approved 
TA match those on ER.



Expense Report -

Back-up Documents

Travel Coordinator Travel Services

 Lodging over per diem? –

submit Actual Lodging 

Form

 Prepare savings 

justification for weekend 

stay, drive vs. fly

 Foreign travel - Attach 

currency exchange rates for 

each charge

 Validate required receipts 

per policy

 Review and submit ALF for 

approval when necessary

 Verify exchange rate was 

for day of arrival in country 

or per exchange receipt.



Personal Days combined with 

Business Travel

Travel Coordinator Travel Services

 Airfare

◦ Foreign –notify agent of travel 

dates for air comparison

◦ Domestic – print comparison from 

Rearden using actual business 

travel dates the same day the 

actual reservation is placed.

 Expense Report

◦ Prorate rental car, parking and 

fuel for rental car and deduct as 

personal expenses.  

 Airfare comparison – verify 
actual cost did not exceed 
flights for business only.

 Rental car – divide total cost 
by # of days of rental –
reduce ER for personal usage

 Parking – reduce airport 
parking to # of days parked 
for business.

 Other – prorate gas for rental, 
check dates on receipts



Meal Deductions

Travel Coordinator Travel Services

 Conference registration –

◦ Print and attach web page

◦ Deduct meals including in fee

- continental breakfasts 
provided by conf. host is not 
exempt

- Missed meals due to arrival, 
departure, or other business 
related activity must be 
documented. 

- food at social functions is an 
unallowable expense (pay 
regular meals per diem – if cost 
is known) 

 Validate meals provided are 

allowed

 social function meals included in 

reg. fee is not allowed

 Confirm deduction 

◦ All meals included in reg. fee 

that are allowed must be 

deducted from per diem.


