UNITED STATES DEPARTMENT OF AGRICULTURE _
Farm Service Agency Notice BU-755
Washington DC 20250

For: State and County Offices

Processing FY 2015 Local Travel Expense Reimbursements Through WebTA

Approved by: Acting Associate Administrator for Operations and Management

W AAE

1 Overview

A Background

The Department’s Office of the Chief Financial Officer (OCFO) has notified Agencies that as
of October 1, 2014, TRVL system will no longer be available for processing local travel
expense reimbursement. All FY 2014 local travel should be entered in the TRVL system by
September 30, 2014.

Agencies were instructed, by OCFO, to identify alternative means for processing local travel
expense reimbursement. To this end, FSA, after a thorough evaluation of options, has
selected functionality available in WebTA to process local travel expense reimbursement.

This new WebTA-based approach will closely mirror the TRV L-based method, as it will
similarly entail completing AD-616 that will be reviewed, approved, and manually input into
WebTA for payment.

FSA will begin processing FY 2015 local travel expense reimbursement through the
WebTA-based approach on October 1, 2014.

Note: For COC and CO employees, timekeepers must follow instructions in Notice
PM-2919 about processing special employee code “34” for travel reimbursement,
before processing FY 2015 local travel expense reimbursements according to this

notice.
B Purpose
This notice provides instructions to:
o timekeepers on how to add FY 2015 accounting codes for local travel into WebTA, for:
e regular local travel
e Farm Bill-related local travel
e FLP local travel for Fund 87 employees
e travelers, authorizing supervisors, and timekeepers on how to prepare and process a local
travel expense reimbursement using AD-616 and WebTA.
Disposal Date Distribution
March 1, 2015 State Offices; State Offices relay to County Offices
10-3-14 Page 1



Notice BU-755

1 Overview (Continued)
C Contact Information

If there are questions about:

e travel policy, contact Arthur Holmes, FMD, Debt Management and Travel Policy Office,
by telephone at 202-772-0066

e WebTA, contact Vicki Larson, BUD, County Budget and Work Measurement Section, by
telephone at 202-720-2501.

2 Local Travel
A Definition
Local travel means official Government travel that can be completed within 1 workday’s
time and does not require an overnight stay and reimbursement of per diem.
B Reimbursement

FSA policy requires that employees be reimbursed for expenses incurred for local travel that

are in excess of the employee’s normal commuting costs to and from their ODS. See 118-FI,

Part 6, for further detail.

3 Preparing WebTA for Local Travel Reimbursement
A Accounting Codes

Initially, 3 types of accounting codes will exist for classifying local travel, as follows.

e Regular local travel will use the standard payroll code and will be loaded according to
instructions in Notice BU-754, by timekeepers, as of October 1, 2014. Timekeepers do
not have to manually load this accounting, including FLP local travel completed by
Federal FLP employees.

e Farm Bill-related local travel will need to be manually input by the timekeeper
(subparagraph B).

e FLP local travel for Fund 87 employees will need to be manually input by the
timekeeper.

B Timekeeper Instructions

To enable WebTA to track Farm Bill-related local travel for a given employee or FLP local

travel by Fund 87 employees, the timekeeper will need to first add the code to their “Active

Accounts” list. After the accounting has been added, the timekeeper will be able to select the

code for travelers that are to be reimbursed.
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Notice BU-755
3 Preparing WebTA for Local Travel Reimbursement (Continued)
B Timekeeper Instructions (Continued)

Adding the line of accounting to the timekeeper’s “Active Accounts” list is performed as
follows.

Step Action

1 |From the Timekeeper Main Menu Screen, CLICK *“Accounts”.

PRODUCTION Help Switch Account Logout

Timekeeper Main Menu

—_—

webTA Reports

User Functions
\ Delegate H View Tasks (836) \

Employee ‘ Master Timekeeper ‘ | Supervisor
| Master Supervisor | ‘ HR Admin ‘
“4KRONOS
E——

2 |From the Active Accounts Screen, from the “Account list for” drop-down list, select
the first employee name that requires local travel expense reimbursement for Farm
Bill-related travel, to add accounting information, and CLICK “New Account”.

PRODUCTION Help Switch Account Logout

Active Accounts

Accountlist for: V. LARS (LARS V™) -
/ |____Account | Description |

Del|4842D784000000
Del|5842D784000000

‘ Get Account H New Account '@

£4KRONOS
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Notice BU-755

3 Preparing WebTA for Local Travel Reimbursement (Continued)

B Timekeeper Instructions (Continued)

10-3-14

Step

Action

3

On the Account Creation Wizard Screen, complete the following 5 fields with the
values indicated.

Field Value
Fiscal Year “5”,
Fund “84” for Federal Employee or “87” for County Employee.
Organization Same 5-digit Organization Code used for payroll.
Subobject Code “FB” for Farm Bill or “FL” for FLP.
Project Code “EXPS” for expense or “P000” for FLP project code.

Note: Fund “87” shall be used for FLP employee local travel only.

When these inputs have been completed as displayed on the following screen shot,
the timekeeper should CLICK “Finish” to confirm the changes.

PRODUCTION

Help Switch Account Logout

Account Creation Wizard

Create an account for: FSA
Enter Account Field Values

[ Fiscat veur [
R
FB

N

‘ Continue >> ‘ ‘ Finish | Cancel ‘

£4KRONOS

~—

The Active Accounts Screen will be displayed with all valid accounts in WebTA for
the employee. As displayed in the following screen shot, the Farm Bill Accounting
Code established in step 3 for a Federal employee is now displayed as an active

account.

PRODUCTION

Help Logout

Active Accounts

Accountlist for: V. LARS (LARS V™) i

|____Account | Description |

4842D784000000

5842D784000000

/ 5842D784FBEXPS
‘ Get Account ‘ { New Account J ‘ Return ‘

£4KRONOS
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Notice BU-755

4 Preparing and Processing Local Travel Reimbursements Using AD-616 and WebTA

A

10-3-14

Instruction for the Traveler

Each employee who incurs reimbursable local travel expenses must prepare AD-616, using
instructions in 118-FI, Part 6, and submit it to his/her supervisor for review and approval. An
example is provided in Exhibit 1. AD-616 should be completed and submitted for processing
in the same pay period as that within which the travel took place. Travel reimbursement
amounts must be notated “Regular Local Travel” or “Farm Bill-Related Local Travel”.

Note: Before validating T&A in WebTA, employee must review, in addition to time
worked, leave taken, and program and activity codes designated, the local travel
amounts and travel purpose accounting codes reflected in the “Dollar Transaction”
box to ensure accurate entry as displayed in the following screen shot.

Edit | (288 | ! ! ! ! ! !
Regular NP INOAUTH-A2 vo0:30 1 8:00 8:30
Base Pay | ! I | : H
- 14842D784000000/ ;
=[] 29 - Credit | | | | |
Hours NP INOAUTH-A2 '
m Earned I |
Edit | L | | o i
E0 Regular :4842D7S4DDDDDDIE§)AUTH NOAUTH-A2 |
EElfeesersy ! = s
o | T |
Regular | 158420784000000 MAL "TRAVEL |
m Base Pay | H | |
Edit | { | { !
Regular | 158420784000000 MAL 'SERV & MAINT |
Base Pay | : : :
Edit | R | | | - !
 Edit Regular | :58420784000000:2'?"“”” INOAUTH-AZ2 |
EEleesersy 1 s s
m Work Time Total 9:00 9:00 | 9:00 8:00 [35:00] 9:00 9:00
Leave and Other Time
Absence Start
Absence End
Ecit | [ P 1 :
2= EEx | 14842D784000000/LEAVE  LEAVE
m Leave : : ;
m Leave and Other Time Total ‘ | ‘
Daily Total | © 0:00 ¢ 9:00 | 9:00 @ 8:00 | [35:00] 9:00 9:00

Dollar Transactions

Remark5|

Transaction

Account Description  |Dollar Amt

17 - Travel Reimbursement!

5842D784FBEXPSO0029W!
(No Description)

17 - Travel Reimbursement

5842D784000000009805
(Mo Description)

Total | 52.56

16.96‘.

35.60

SN
S~
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Notice BU-755

Preparing and Processing Local Travel Reimbursements Using AD-616 and WebTA
(Continued)

B

Instruction Supervisor Authorizing Travel

The supervisor will review AD-616 submitted by the traveler to verify the calculation of the
local travel costs and ensure that appropriate supporting documentation is attached. The
supervisor will then either approve AD-616 for entry by the timekeeper into WebTA for local
travel expense reimbursement, or return AD-616 to the traveler to address any noted
deficiencies. After the supervisor has approved AD-616, he/she will provide the original
AD-616 to the timekeeper, retain a copy for his/her own records, and provide a signed copy
to the employee.

Before certifying the local traveler’s T&A, the supervisor, as a control, will compare the
amounts and accounting codes entered in the “Dollar Transaction” box with the amount and
purpose (type) of travel reflected on the retained copy of AD-616. Electronic copies of the
approved AD-616 may be provided to the timekeeper and employee instead of paper copies.
Instruction for Timekeeper

Approved, AD-616’s are provided to the timekeeper, who will enter amounts to be
reimbursed into WebTA.

Entry into WebTA for each approved AD-616 shall be completed as follows.

Step Action

1 |Open WebTA to the Timekeeper Main Menu Screen and CLICK “Search”.
Timekeeper may use the “Search” functionality to locate the employee for whom
local travel expense reimbursement-is being processed.

PRODUCTION Help Switch Account Logout

Timekeeper Main Menu

EEegll Select Employee
Search For Employee
/ AlEE Employee
@/ Edit Timekeeper Profile
@/ Account Table
@/ Leave and Premium Pay Requests
(eI webTA Reports

User Functions
| Delegate || View Tasks (836) |

\ Employee \ Master Timekeeper | \ Supervisor

Master Supervisor | [ HR Admin |

£4KRONOS
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Notice BU-755

Preparing and Processing Local Travel Reimbursements Using AD-616 and WebTA
(Continued)

C Instruction for Timekeeper (Continued)

Step

Action

2

After locating applicable employee, timekeeper should CLICK “Edit T&A”.

PRODUCTION Help Logout

Search Results

Search Criteria: Last name like Larson

[ status | __Employee | _user1d _|Pay Period| Timekeeper | _Supervisor |

@ LARS LARS ** 18 - 2014 N =E A E

Selected T&A

/ [ Edit T&A H T&A Proiile H Leave ][ Set Pay Period ][ Delete H Validate ][ Summary ]

Selected Employee
[ Default Schedule H Correction H Local/Prior H Locator Info H Certified T&As H Emp Profile ]

Leave Audit

£4KRONOS

The following screen will be displayed. In the “Dollar Transaction” CLICK “New”.

14842D764000000! NP TRAINING P15 : : ' : 1:15

i NP INOAUTH-A2 ! pmas ! i i ! i 0:45
- 4842D784000000;
: NP INOAUTH-A2
5434207840000005g?AUTH'}NDAUTH-Az
Work Time Total | | 9:00 | 9:00 | 9:00 | 9:00 [36:00]

Leave and Other Time

Absence Start

Absence End

50 - Credit| |

Hours Used, | |LEAVE  LEAVE

Annual : LEAVE LEAVE

14842D78400000

Gl =iz LEAVE  LEAVE

Leave |
64-Compi | & : ; I | { ! 3 {
Time Used | 1 ! [LEAVE LEAVE | | | | | |
m Leave and Other Time Total | | ‘
Daily Total | i 9:00 | 8:00  9:00 : 9:00 [35:00]
Dollar Transactions Remarks| |

[Transaction[account Description|Dellar Amt
(No Dollar Transactions)

Total |

Update Save/Retumn Validate Cancel
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Notice BU-755

4 Preparing and Processing Local Travel Reimbursements Using AD-616 and WebTA
(Continued)

C Instruction for Timekeeper (Continued)

10-3-14

Step

Action

4

The New Dollar Transaction Activity Screen will be displayed. From the
“Transaction Code” drop-down list, select “17 - 17 Travel Reimbursement”.

PRODUCTION Help Logout

New Dollar Transaction Activity

\ 17 - 17 - Magazine Subscriptions -
Select An Account -
Select Value -

Select Value -

Al

4 KRONOS

Note: Each time local travel entries are made on the New Dollar Transaction

Activity Screen, ensure that, from the “Transaction Code” drop-down list,
user selects “17 - 17 - Travel Reimbursement”. Using the WebTA default

“17 - 17 - Magazine Subscription” will create errors in the transaction
amount that may result in employees being overpaid.

PRODUCTION Help Logout

New Dollar Transaction Activity

Transaction Code 17 - 17 - Magazine Subscriptions -
17 - 17 - Magazine Subscripfions
17 - 17 - Incentive Pay
17 - 17 - Commuted Subsistence
Eogram 17 - 17 - Chauffeur Driven Auto

Rl 17 - 17 - Parking Subsidy
Activity, 17 - 17 - Mass Transit Subsid
17 - 17 - Travel Reimbursement
17 - 17 - Travel Reimbursement Othe
17 - 17 - Travel Reimbursement Per

17 - 17 - Travel Reimbursement Comm
‘ KRONOS 49 - 49 - Remote Worksite

AN
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Notice BU-755

Preparing and Processing Local Travel Reimbursements Using AD-616 and WebTA
(Continued)

C Instruction for Timekeeper (Continued)

10-3-14

Step

Action

5

For regular local travel reimbursements, timekeepers should select, from the
“Account” drop-down list, the accounting code associated with regular payroll, as
displayed in the following screenshot.

Note: For Farm Bill-related local travel reimbursements, go to step 7.

PRODUCTION Help Logout

New Dollar Transaction Activity

- EE T G e T [-3 17 - 17 - Travel Reimbursement -

5842D784000000 (No Description) t‘
Select An Account

4842D784000000 (No Description
5842D784000000 (No Description
5842D784FBEXPS (No Description)

Save || Cancel

Program

Activity

S4KRONOS

For regular local travel reimbursements, timekeepers should select, from the:

e “Program” drop-down list, “Common”
e “Activity” drop-down list, “Travel”.

When all selections have been made for regular local travel, CLICK “Save”.

PRODUCTION Help Logout

New Dollar Transaction Activity

L EE A R C 17 - 17 - Travel Reimbursement -
5842D784000000 (No Description) -

Program COMMON 1\'
\

Activity TRAVEL

Save | | Cancel

il

4 KRONOS
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Notice BU-755

Preparing and Processing Local Travel Reimbursements Using AD-616 and WebTA
(Continued)

C Instruction for Timekeeper (Continued)

Step

Action

7

For Farm Bill-related local travel reimbursements, from the “Account”
drop-down list, timekeepers should select the account ending in “FBEXPS”, for
Farm Bill-related local travel expenses.

PRODUCTION Help Logout

New Dollar Transaction Activity

L EETA L LT 17 - 17 - Travel Reimbursement
Select An Account -
_ Select An Account
Program 4842D784000000 (No Description)
- 5842D784000000 (No Description
5842D784FBEXPS (No Description)

S4KRONOS

For Farm Bill-related local travel reimbursements, timekeepers should select,
from the:

e “Program” drop-down list, the applicable program
e “Activity” drop-down list, “NOAUTH-A2".

Note: For the October ARCPLC training, timekeepers should select the following
as displayed in the screen shot:

e “Program” drop-down list, “NOAUTH-P2 ARC/PLC”
e “Activity” drop-down list, “NOAUTH-A2".

When all selections have been made for Farm Bill-related local travel, CLICK
“Save”.

PRODUCTION Help Logout

New Dollar Transaction Activity

17 - 17 - Travel Reimbursement -
5842D784FBEXPS (No Description) ~
TR s

£4KRONOS
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Notice BU-755

4 Preparing and Processing Local Travel Reimbursements Using AD-616 and WebTA
(Continued)

C Instruction for Timekeeper (Continued)

The timekeeper may now enter the local travel expenses calculated on AD-616 into the T&A
“Dollar Transaction” box, “Dollar Amount” column as displayed on the following screen
shot.

Important:  Reimbursable amounts must be entered using a decimal point. For example,
$23.75 should be entered as “23.75".

The following displays examples of both regular and Farm Bill-related local travel expenses
being input for reimbursement through WebTA. To save reimbursements, CLICK
“Save/Return”. The reimbursements are now ready for employee validation and supervisor

Edit | {3 IS | | | | | | | |
Regular e NP INOAUTH-A2 vo0:30 1 8:00 8:30
Base Pay [ 1 | | | | | | |
— 14842D784000000!
=[] 29 - Credit | | | |
Hours o NP INOAUTH-A2
| Del | RN ENES 1 s
Edit | R o | o
- Regular | | :4842D784DDDDDD:EI§)AUTH NOAUTH-A2
EElfeesersy ! =
oL - I 3 {
Regular | | i5842D784000000MAL "TRAVEL
[ Del | (e VR N : =
Edit | i [ | |
Regular | |  5842D784000000 MAL 'SERV & MAINT,
| Del | oy NN 1 |
Edit | R I | l
- Regular | | :5842D784UUUUUU:’:§AUTH NOAUTH-A2
EEleesersy 1 s
m ‘Work Time Total i 9:00 | 9:00 : 9:00 | 8:00 |35:00‘ {9:00 ¢ 9:00
&
Leave and Other Time oS
<absemceStart
Absence End
Edit - e | !
82 - Sick | 4843078400000 LEAVE  ILEAVE
m Leave Lo : f
m Leave and Other Time Total ‘ | ‘
Daily Total | © 0:00 ¢ 9:00 | 9:00 @ 8:00 | [35:00] ¢ 0:00 ¢ 9:00
Dollar Transactions Remark5|
Transaction Account Description  |Dollar Amt
Edit 5E42D784FBEXPSI0029W
E 17 - Travel Reimbursement 16.96 Remember to format dollar amounts
(Mo Description) . - .
entered with a decimal point.
Edit 5842D784000000009805
17 - Travel Reimbursement i 35.60
m (Mo Description)
[ New| Total | 52.56
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Example of Completed AD-616

Notice BU-755

The following is an example of a completed AD-616.

Exhibit 1

TRAVEL VOUCHER (Temporary Duty Travel)

SECTION A - IDENTIFICATION

Parpase of Travel Cade 3 Only)

M| vy=vs N-No Miller, SD

4. POST AFPROVAL INDICATOR AL M L I

SECTION B-TRAVEL

VOUCHER MAILING ADDRESS OPTIONS

¥ | 17, SALARY ADDRE S5

20 FORFIGN ADDRESS

1. TRAVEL AUTHOR ZATICON NO 2 SOCALSECURTYNO. | 3 NAME (Last) (First) (Middle Initial) | 4.
Traveler John Q U CE

5. AGENCY ORIGINATING OFFICE | 6 TRAVELER DRIGINATING 7. DATES OF TRAVEL EXPENSES 8. TYPE GLAM (Indicate anetype anly) 5. RECLAIM

NUMEER OFFICE NUMBER FROM THRU DM = Domestic AMOUNT

FA or CE Mo Dey g Yewr | Monh | Day | Yeer Dm| ES o Forcien TDY INGLUDED
or 0OC = Outdde Cont., US,
10/1/14 10/3M14 GH = Escorted Group

0. LEAVE TAKFN 1. TRAINING DOCUMENT NO. (For 12 OFFICIAL DUTY STATION GITY AND STATE | 13, RESIDENT CITY AND STATE (If other than official station)

16. NUMEER OF NIGHTS INAPPROVED ACCOMMODATIONS PER THE FIRE SAFETY ACT STANDARDS

21. TRAVEL EFT ACCOUNT

| 18, TRA CONTACT POINT 2.{35) >
3. {200 = State: {2} Code (8
D RA PORTATIO 0 ON D A
0 r
22 23 24, 25, CAR RENTAL 28 SUMMARY OF SUBSISTENCE
KETHOD OF | VENDORS IDENTIFICATION
PARYMENT | CARRIER HUKEBER MILES | DAYS T LOCATION NOLOF AMGUNT
CHTRY | G - ] - DAY'S
3 cooE | cooe CITY er COUNTY STATE
$
If payment was made by traveler, 0
complete Section G onreverse _ TOTALSP] 0.00[s 0.00 |
} (kT Norcontt [t 29, PER DIEM
27. AIRLINE ACCOMMODATIONS: A Encoss Fare o feabl -« Mo ofDays [ 0.00 ] . 0.00
O AGGO - ATIO 30, ACTUAL SUBSISTENGE T
/| 45. AUTHORIZATION ACCOUNTING PURPOSE OF TRAVEL CODES Mo ofDays | YUY 0.00
(Check this hlack if accaunting and parpose 1= Site visit 9= Erwer geucy travel 31 MLEAGE Rate[ 0s6s] Miles[ 40]
of irave ende[s}fr«um-muammrlmh_m are 2= Information meeing 1o oo ravd Rate[ o | Miles[ 53]
ta he char gad for the total voucher clain) 3= Training stendance =P Rate [ ] Miles[ 1
) = Pre auployment trave ! 5255
46. DISTRIBUTED ACCOUNTING 4= Speech or presmtation L Rate | | Miles [ )| -
(Chedk this blodk distribute total claim from | 5= Uonformceatrmdance _ )
Section I to the applicable Purpose of Trave 7= Entidemenvhome leave 14 Education 32 PARKING, TOLLS, ETC. 0.00
Code and Acoomfting Classification ine) 1 = Specal missan wravel 15+ Informal training t
33 PLANE, BUS, TRAIN 0.00
PURPOSE CODE ACCOLNTING CLASSFICATION PERCENTACE Paid by Traveler) :
Ll
1 58746065000000 (Local Travel) $35.50 % | 31 UNACCONPANED BAGGAGE 0.00
3 58746065FBEXPS (Farm Bill) $16.96
35. LOCAL TRANSPORTATION 0.00
36, MISCFLLANFQUS FXPENSES 0.00
37. CAR RENTAL 0.00
38 TOTAL CLAIM
(Blocks 29 th 37) $ 52.55
THESE PERCENTAGES MUSTEQUAL  100% T T
SECTION F = CERTIFICATIONS 3% TRAVEL ADVANCE AMOUNT OUTSTANDING
FRAUDULENT CL. Falsification of an item in an expense account will result in a forfeitur e of the claim | 40. AMT. OF VOUCHER (Block 30) TO BE APPLIED 0.00
(28 USC 2514) and may result in s fine of not more than $10,000 or imprisoament of not more than 5 years or both TO GUTSTANDING E (Block 38) .
{18 USC id. 1001).
T ; N . 41. AMT. OF VOUCHER {Block 38) TO BE APFLED
(’LAEL-\NT' RESFONS[B]L'ITIIS:LVD SIC:\ATURE. I hereby assign to the Umt!fi &nt!l@yrlﬂlslmyhnw TO OUTSTANDING F‘IIIJ FOR COLLECTION | I
against other parties in connection with any reimbuor sahle carrier transportation charges described heran. Thave receved no
payment for claim s shown herein, All ravel and reimbursable cluims were incorred on official business of the Unived States | giLL MO,
Government. All tickets, conpans, iomal item s am i ived in conn ection with travel claimed an this veucher
have been accounted for as required by 41CFR 30F 304 and other regulations. I have reviewed this voucher and eertifyit| 42. ADDITIONAL ADVANCE ARMOUNT REPAID
to he correct. [Check or maney oicer attached)
A7 CLAIMANT'S SIGNATURE 40. DATE 48, FINAL VOUGHER 43. REMAINING ADVAMCE BALANCE ) y
Manth , , Year INDICATOR {Block 38 minus Block 40 and Block 42) 0.00
¥ =Yes N=N
10r3/14 - ~ {4 NET TO TRAVELER 5755
AFFROVING OFFICER'S RESPONSIBILITIES AND SICGNATURE. In apprwmﬁ this wuchw. I have d.serm:ed]; (Block 38 minus Block 40 and Block 41) F .
o

that {1) Reimbur sement is cduimed for official travel only; () Use of rental car, taxicab, or other special
reim bursement is claimed is to the G overnm ent’s advantage; and (3) Leng dlmmte Dlmnz (all; and Mplm or equipm

[ran

t have writh

AUDITED BY (Examiner's inkials)

purchased are necessary 3 u]mllwln!u'lﬂl ol i ote: Tu pp ph Ity

TOTAL DIFFERENCE

50. APPROVING OFFICERS SIGNATURE 51. SOCIAL SECURTY NO. | 52, DATE APF'RCNED 53. PHOME {Area Code and Mo}
Month . Dav . Yoar
10/6/14
54 HAME AND TITLE /L ast. Farst. Middle InitialWTvoe or Print} AGENCY T CONTACT PERGONS MAME 6. PHONFE (Ama Cods and No.
| CODE CE

Upon completion and approval, submit original voucher to:
USDA - National Finance Center, P.O.Box 60000, New Orleans, LA 701

FORM AD - 818 (USDA) (Rev. 11/98

60

Clear Form

s

Exception to 3F 1012 approved by GSA 11/2096

10-3-14
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Notice BU-755 Exhibit 1

Example of Completed AD-616 (Continued)

SOCIAL SECURTY NO. TRAVELER'S NAME
Traveler John Q
0 D D P AND AMO A D
ITINERARY
FROM OTA
DATE (MonthDay) 10/ 10/2 10/3
Ty Miller Miller Miller e (e -
STATE sSD SD sSD ection D o
TINE 7:00 am 7:00 am 9:00 am o 6 o
TO TDY LOCATION additlona
DATE (MeethDiay)
L -
. 3TO ST Area Farms
oy e q od &
COUNTY 0 O
STATE
TNE
PER DIEM : . . . . . 7 TOTAL NO. DAYS
NOLCF DAYS f ! ' ' ' ' ' 0.00
0.00 0.00 0:00 0:00 0:00 0.00 0.00
LESE MEALS ] v ¥ T T T T
Al U’N—IN'—NI EXPENSE . . . . . .
K v ' v ' [ [ TOTAL PER DIEM
PER DIEM AMOUNT 000 0.00 000 000 O.IOO 0.00 000 0.00
ACTUAL SUBSISTENCE . . s . N . . TOTAL NO. DAYS
NOL OF DAYS ' ! ) ! ' : : 0.00
[y - ' ! ! ! ! ! :
BREAKFAST : . . . i . .
LUNCH R ' . g
DINNER ' . . . : . .
MEECTHER ' . ' ' ] 0 "
" . . ' \ . . TOTAL ACTUAL
ACTUAL . SUBSISTENCE 1
SUBSISTENGE AMOUNT 0.00 0.00 0.00 0.00 0.00 0.00 0:00] 5 0.00
MILEAGE T TOTAL MILES
MILES 15 15 63
RATE PERHILE 0.565, 0.565 0565, P : . ‘ 93
i . . ; . i K TOTAL MILEAGE
MILEAGE AMOUNT 8.48 8.48 3560 0:00 0.00 0.00 000 | 52.55
. - . . 7 : . TOTAL PARKING
PARKING, TOLLS, ETC. : . ' ' . . : 0.00
PLANE, BUS, TRAIN : . ' ' : : : TOTAL PLANE, BUS,
(Paid By Traveler) . . . . ' . . B ' 0.00
UNACCOMPANIED . ' . : . : ' TOTAL UNACCOMPANIED
BAGGAGE . . - - : . . g 0.00
LOCAL TOTAL LOCAL
TRANSPORTATION TRANSPORTATICN
NO. TRIPS
DALY EXPENSE : . . . : ; ; $ 0.00
MISCELLANEOUS . 1 d . . . " TOTAL
EXPENSES . . . . . . . MISCELLANEOUS
TELEPHONE CALLS . . . . . ' .
SUPPLIES, ETC. . i i . . v E 3 0.00
CAR RENTAL K ' B . . . . TOTAL GAR RENTAL
(Paid by Traveler) .
Reesipt and Car Rental . . ) !
Agresment Required . . . ) )
RENTAL EXPENSE ' ) ) ' ) ) !
GASOLINE EXPENSE i i 5 0.00
REMARKS
10/1 and 10/2 - Farm Bill Training at State Office.
10/3 Local Travel to Area Farms for MAL spot-checks.
PRIVACY ACT NOTICE. The lallowin, s pmmled [ mmph with the Privacy Act ol 1974 (P.1. 93-579). The information cequested oo his feem is required nmlerlhrprm isinas of 5 USC, Chapter 57 (as)
amended) and Execolive Orders 11609 o 112 of 27, 1962, lor the purpose of recon ruvel expenses incorred by ihe emploves and to claim oiher saned all, A ihe
Federal Truvd Regolations (41 CER 301-304). nmation comained lI||~ T will be wsed by Federal -\gm:\ licers ||u|llu|qlu\.|.1«nlm have 3 nead For such infisrmiion in the performance of lllurlhln.s Tulormation will
he drmnslerred to appropriaie Felersd, Staie, local o sgencies. when relevant {o civil, criminal, or regolitory invesdigation or prseoniom o peraast (03 raqeirement by G54 or soch olber sgency in connection with the
hiring wr firing, or sccurity clsmrmee, or such sther investigatioms of the perfonmance of offical doty in Government service, Failore (o provide the inlormaion requined will result in dday or suspemsion of the emploved's elaim Tor
reimbuorsement.
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