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Travel Training

Session One

PREPARING FOR TRAVEL
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Introduction 

¸Travel Authorization Creation

¸Making Travel Arrangements

¸Completing Travel Authorization
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Travel Authorization Creation

¸Getting Started

¸JList Requirements

¸Getting a Trip Number
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Pre-Trip Authorization

Reason for travel

Dates away from Lab

Verbal approval from Supervisor or Sponsor

Identify outside funding sources

Determine DOE funding source 

(Proj/Org)

Funding approval from a cost accountant


