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Research Service Travel Checklist
                                                      must  be  utilized  for all  VA  employees  traveling in an  official status,  regardless of  funding  sources.   Do not  book reservations or submit your travel authorization until approved by appropriate authority.
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Steps for All Research-Related Travel:
If you received a travel invite memorandum (TWX, Standard-Form 14), attach as PDF to FedTraveler authorization.  If the memorandum specifically refers to "Alternate Station" funding, contact Doug Stoehr (402) 995-3539.
REQUIRED FOR ALL TRAVEL - NWIHCS Travel Request form:                                                                   .  If you do not have access to NWI SharePoint, use                         ; InfoPath version will be submitted on your behalf (send it to Douglas.Stoehr@va.gov).  Attach approved request as PDF to FedTraveler authorization.
If travel is funded in whole or in part by a non-VA source and does not involve a contractual agreement with a sponsor (i.e. CRADA), attach as PDF a signed                              Advance Review of Offer to Donate Support for Official Travel form to FedTraveler authorization.
 
If NEBRA is the donor, complete the                                                                           and submit directly to NEBRA.
•   “Travel Research” tab within                                   or                                                   . 
•   VA funded travelers are limited to government                   , and                  rates.
•   
•                                             .
 
Note: If lodging exceeds allowed per diem, 150% of per diem can be requested through the ACOS via e-mail (attach PDF of approval through FedTraveler when submitting travel authorization).
Travel Cost Estimates:
VA funded registration or other fees should be submitted through the                                    process.  Include completed registration information with order.
Steps for Foreign Travel:
IAW                                             , foreign travel in an official status requires an official passport.  If departure date is less than 60 days from travel request submission, travel will not be approved.
If you are new to VA travel or have questions about FedTraveler or Research's travel policies, please familiarize yourself with the following:
•                                                 .  Process flow chart for FedTraveler account set up and domestic and foreign travel rules.
•                                                                            .
 
 For questions, please contact Doug Stoehr (402) 995-3539.
Research Travel Procedures:
!
Assemble foreign travel packet and submit to R&D Committee.  VHA Handbook 1400.06
Notify timekeeper of your travel plans.
After receiving all applicable approval documents, you may proceed to                                    to create the appropriate travel authorization (i.e. Regular Travel (VA)., Sponsored Travel (direct federal source, CRADA), Non-Fed Sponsored Travel (all or in part donated by non-VA entity)).  Attach applicable documents as PDF to FedTraveler authorization.
If your home service is not Research (151), please contact Amy Patten (Fiscal, (402) 995-4573) for proper account approval routing needed within FedTraveler.
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