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1. Obtain complete travel information from the traveler. Confirm approval with the traveler’s 

supervisor and the department head. 

a. Justification for the travel should come from the traveler or the supervisor. The 

justification should be about 2-3 sentences highlighting the main reason for the travel. 

Be sure to include the following, where it applies:  title of abstract or subject matter of 

abstract and, if training related, the course title. 

b. Project Information: 

i. ACCPCO – Invited Speaker, Committee Member 

ii. STFDEV – Training, Contributed Speaker, Poster 

iii. PLANNG – Relocation, VISA’s 

iv. If traveler will only be attending, than a department project code will need to be 

used (this is not a division project, such as PLANNG, STFDEV, ACCPCO, or 

ACCMGT). 

2. Insert complete travel information into the travel spreadsheet, currently maintained in the m:// 

drive 

a. Insert travel into the correct timeframe and between the correct dates.  

i. You are responsible for checking the travel spreadsheet for approval. 

b. Ensure travel information is accurate and continue to update as new information arises, 

such as if an abstract is selected for a talk/poster.  

c. If travel is to occur within one week, send an email to Erin notifying her that the travel 

has been entered into the spreadsheet. 

3. Once travel has been approved on the spreadsheet continue to make updates to that travel.  

a. When deadlines are given for travel approval, work to get the information submitted on 

time. If not received by the deadline, approval will be delayed until it can be presented 

to Division AD/Deputy AD.  

4. Create a TA for the travel and insert the TA number into the travel spreadsheet 

a. TA approval will occur around 2pm each day. If travel is submitted after that time, 

approval will occur on the following day by 2pm. If a TA is submitted after 2pm and it is 

urgent, please call and email as early in the day as possible to notify Erin that it is 

imminent. Do not purchase a ticket or put a ticket on hold until the TA has been fully 

approved by the AD and Travel. 

b. Before a TA is approved, the approver will go into the spreadsheet to verify the travel 

information is accurate. 

i. If there is a discrepancy from what was approved on the spreadsheet, the TA 

will not be approved until the spreadsheet and the TA correspond. 

1. Email will be sent to the travel coordinator with the noted 

inconsistencies. 

2. If approval is postponed due to inconsistent information, make 

appropriate updates then forward the TA link to Erin citing changes 

have been made.  

 



Travel Guidelines (from tab in travel spreadsheet): 
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1 
If a travel has already been approved and a change to a date, cost, or location occurs, please send 
an email informing Erin (nothing needs to be approved again). It only needs to be approved 
again if the cost differential is higher than $1,000 or the Project changes 

2 
If a request for travel information is sent out and difficulties obtaining information from 
travelers occur, please notify Erin as soon as possible. 

3 If a cell is highlighted orange, please update the information. Approval will not be sent until 
correction has been made. Once correction is made, change cell color to red. 

4 Please ensure travel is entered into the correct spreadsheet section (such as pending approval), 
failure to do so may result in the travel being overlooked or missed completely. 

5 If you add a row to insert travel, please select the entire row. 

6 
If you copy and paste a row, update the new row to reflect the traveler’s information. Every cell 
should reflect accurate information for that traveler. 

7 
Please ensure all fields are up-to-date and match the TA, especially the reason for attendance, 
project, and cost of travel 

8 If the supervisor is Andrew/Fulvia, a description for attending should come from the employee 

9 Verbal approver should remain as the supervisor, do not change it to Andrew Hutton 

10 
Please use the following "Reasons for Attendance", so it is the same across the board (if a 
traveler has more than one reason for attendance, add all of the reasons): 

 Invited Talk 

 Contributed Talk 

 Poster 

 Abstract Submitted 

 Committee Member 

 Attendee 

 Reviewer 

 Training 

 Other (add to notes section) 

11 
The reason, Abstract Submitted, should be updated once the abstract is accepted to either a 
contributed talk or poster. 

12 
Submit the names of the "Pending Travelers" to the JLab/DOE Projected travel system as soon 
as a potential travel is mentioned. DOE may approve travel prior to the lock date if it appears to 
be a large conference. Names can always be removed or changed, but rarely added later 

13 Do not copy/paste the "justification for travel" as the AD/Deputy AD view duplicate reasons as 
redundant attendees. It should fit to the individual attending the travel. 

14 
If there is multiple travel on the same TA, separate the information with a forward slash and 
keep on the same line. The dates should encompass the entire travel and not separate the 
individual trips. 

15 
If a trip is canceled and no costs were incurred, please delete the row from the spreadsheet, no 
email is necessary. If a trip is canceled and costs were incurred, it should be moved to the 
“Canceled Trips with Costs Associated” 

16 
TA's should not be placed in "Saved" status, unless you are working on a trip that has already 
been approved.  

17 
If expenses will be paid by an institution, please reflect that in the estimate and add the 
information to Notes (not description for attending) 
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18 
NON-DOE funding means that the funds did not go through JLab procurement. Most funds, such 
as LCLS and MEIC, are considered DOE funds since they have been processed through our 
procurement department. 

 


