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GovTrip Implementation 
Approved by:  Associate Administrator for Operations and Management 

 
 
1  Overview 
 

A Background 
 

Implementation was scheduled for July 7, 2008.  Future FI notices will provide additional 
information as provided by USDA, OCFO.  OCFO has determined that the GovTrip 
Document Processing Manual is the official USDA manual on how to complete travel 
documents in GovTrip. 
 
Note: See Notice FI-2840 for information previously provided on GovTrip. 

 
B Purpose 

 
This notice informs employees about: 
 
• GovTrip implementation at FSA 
• GovTrip Document Processing Manual’s step-by-step instructions for using GovTrip. 

 
C GovTrip Web Site 

 
The following steps shall be performed to correctly access GovTrip. 

 
Step Action 

1 Go to http://govtrip.com. 
2 On the GovTrip Home Page, CLICK “Change Edition” at the top of the page.   
3 A dialog box will be displayed.  Use the drop-down arrow to select “Department 

of Agriculture”, check the “Remember My Agency Selection” box, and CLICK 
“Set Version”.  Department of Agriculture will be displayed at the top right of the 
page. 

 
 
 

Disposal Date 
 
June 1, 2009 

Distribution 
 
All National, Kansas City, and St. Louis 
employees and APFO  
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Notice FI-2844 



Notice FI-2844 
 

1  Overview (Continued) 
 

C GovTrip Web Site (Continued) 
 

Now when users CLICK “Login” on GovTrip, they will be directed to the USDA 
eAuthentication page.  If USDA eAuthentication is not displayed, employees are not at the 
correct location. 

 
Employees shall view the GovTrip Document Processing Manual according to the following: 
 
• CLICK “Training” 
• CLICK “Training Manuals” 
• CLICK “Document Processing Manual”. 

 
2  Action 
 
  A Travelers, Travel Arrangers, and Travel Approvers 

 
Upon implementation, FSA travelers, travel arrangers, and travel approvers shall review their 
profiles on GovTrip.  GovTrip is the travel authorization system, travel reservation system, 
and travel payment system.  Therefore, all elements of the profiles of the travelers, travel 
arrangers, and travel approvers should be accurate to ensure that travelers are reimbursed for 
travel.  Special care should be given to ensure that the e-mail address and the 
government-provided travel charge card number and expiration date are accurate. 
 
According to OCFO, the instructions provided in the GovTrip Document Processing Manual 
will be used by USDA as the primary guide for using GovTrip.  All travelers, travel 
arrangers, and travel approvers shall become well versed in the information provided in the 
GovTrip Document Processing Manual.  There are specific duties for the traveler, travel 
arranger, and travel approver that are spelled out in the GovTrip Document Processing 
Manual. 
 
Anyone who does not know who their travel arranger is shall ask their first-line supervisor.  
The supervisor will direct them to their travel arranger within the office. 
 
Travelers will communicate with travel arrangers so that travel authorizations can be created 
and reservations can be made.  Travel arrangers will create travel authorizations, make 
reservations, print out the travel authorization, and have the travel approver sign the 
hardcopy printed travel authorization when the travel approver agrees with the travel 
authorization.  The travel arranger and/or travel approver will digitally sign the travel 
authorization to make the travel authorization final.  The travel arranger shall provide a copy 
of the travel authorization with itinerary to the traveler before travel begins. 
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Notice FI-2844 
 
2  Action (Continued) 
 
  A Travelers, Travel Arrangers, and Travel Approvers (Continued) 
 

Upon return from travel, the traveler will communicate with the travel arranger and provide 
receipts so that the travel voucher can be prepared.  The travel arranger shall print out the 
travel voucher and have the traveler sign the hardcopy travel voucher.  The travel 
approver will sign the hardcopy travel voucher when the travel approver agrees with the 
travel voucher.  The travel arranger and/or travel approver will digitally sign the travel 
voucher to make the travel voucher final.  The travel arranger shall provide a copy of the 
travel voucher with accompanying receipts to the traveler. 

 
Notes: Keep a copy of the signed travel authorization and travel voucher with accompanying 

receipts in the processing office for no less than 6 years, 3 months according to 
Federal retention policy. 

 
Travelers shall also keep a copy of these records because it is the traveler’s 
responsibility to provide these documents if a travel audit is performed. 

 
B Transportation Ticketed on July 3, 2008, in FedTraveler 
 

Travelers may request reimbursement for transportation ticketed on July 3, 2008, for travel in 
August 2008 by providing a copy of their travel card statement that shows the transportation 
cost to their travel arranger so that the copy of the travel charge card statement can be 
provided to the travel approver along with the travel voucher when submitted for signature.  
Black out the travel card number before providing the copy of the travel card statement.  The 
travel arranger shall prepare a travel voucher in the NFC OnLine Travel System for the cost 
of the transportation as shown on the statement.  The travel arranger shall ensure that the 
travel voucher will not be marked “F” for final.  After the traveler returns from travel in 
August 2008, a final travel voucher will be prepared, minus the cost of transportation already 
reimbursed. 
 
For transportation ticketed on July 3, 2008, and there is no travel authorization in the NFC 
OnLine Travel System, a travel authorization will have to be created in GovTrip. 
 
See: 
 
• Exhibit 1 for details on how to create a travel authorization for travel that was booked 

and ticketed in FedTraveler using the employee’s government-provided travel charge 
card 

 
• Exhibit 2 for details on how to create a travel authorization for travel that was booked 

and ticketed in FedTraveler using the FSA Government Transportation System (GVTS) 
account. 
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Notice FI-2844 
 
2  Action (Continued) 
 

C Travel System Changes 
 

The following are travel system changes: 
 
• AD-202’s and AD-616’s will not be used for temporary duty (TDY) travel in GovTrip 
• travel authorization numbers will be automatically computer-generated in a new format 
• types of travel authorizations have changed 
• trip purpose numbers are no longer available 
• receipts must be either FAXed or scanned into GovTrip. 
 
Note: The following are in the GovTrip Document Processing Manual: 
 

• trip type definitions 
• trip purpose definitions 
• guidance on FAXing or scanning receipts. 

 
  D Travel System Similarities 

 
The following are travel system similarities: 
 
• FSA will continue to follow travel regulations as stated by the Federal Travel Regulation, 

the Agriculture Travel Regulation, and 118-FI 
 
• FSA employees shall ensure that their USDA eAuthentication is active by accessing a 

system only accessible through USDA eAuthentication, such as AgLearn or NFC’s 
Employee Personal Page. 

 
Note: If an employee is not sure their USDA eAuthentication is active, contact the 

USDA ITS Service Desk Support Center by either of the following: 
 

• e-mail to eAuthHelpDesk@ftc.usda.gov 
• telephone at 800-457-3642. 

 
E Labor Management Obligations 

 
Where exclusive representation exists, bargaining may be requested to the extent allowed by 
applicable statutes.  Where contract language already addresses these policies and procedures 
for bargaining unit employees, contract language prevails. 
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Notice FI-2844 
 
2  Action (Continued) 
 

F Contacts 
 

If there are questions about this notice, contact the appropriate office as follows. 
 

Office Contact 
Kansas City and 
St. Louis  

Terry Luehrs at 816-926-1142  

National FMD, Debt Management and Travel Policy Staff by e-mail 
at poc_travel@wdc.usda.gov 
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       Notice FI-2844 Exhibit 1 
 
Procedure for Processing Authorization and Expenses in GovTrip When Travel Was Booked in 
FedTraveler Using the Employee’s Government-Provided Travel Charge Card 
 

The following steps are a demonstration of how to record the cost of transportation tickets purchased 
outside of the GovTrip system using the employee’s government-provided travel charge card.  
Follow these procedures if an airline ticket was purchased in FedTraveler before FSA converts to the 
new GovTrip system. 

 
Example:  Traveler: Leonardo Dicaprio (traveler’s name) 

     Airline Ticket cost: $500.00 (purchased outside of GovTrip) 
     TMC: Fee: $10.03 (self-service fee) 
     Method of Payment: Government Issue Credit Card (GOVCC-I) 
     Travel Dates: October 1-7, 2007 
     Today’s Date: October 8, 2007 
 

Step Action 
1 Follow these standard authorization procedures to create a new authorization for the TDY 

location.  From the navigation bar, CLICK “Official Travel” and then CLICK 
“Authorizations/Orders”. 
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       Notice FI-2844 Exhibit 1 
 
Procedure for Processing Authorization and Expenses in GovTrip When Travel Was Booked in 
FedTraveler Using the Employee’s Government-Provided Travel Charge Card (Continued) 
 

Step Action 
1 

(Cntd) 
The Authorizations / Orders Screen will be displayed. 
 

 
 
CLICK “Create New Authorization/Order” to display the following screen.  Enter the 
starting point TDY location, ending point location, and remaining applicable information. 
Once complete, CLICK “Save” to proceed. 
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       Notice FI-2844 Exhibit 1 
 
Procedure for Processing Authorization and Expenses in GovTrip When Travel Was Booked in 
FedTraveler Using the Employee’s Government-Provided Travel Charge Card (Continued) 
 

Step Action 
2 CLICK “Travel” from the main navigation bar, and then CLICK “Other Trans.” from the 

sub-navigation bar.   Do not attempt to book a flight from the “Air” option on the 
sub-navigation bar because this step is not required. 
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       Notice FI-2844 Exhibit 1 
 
Procedure for Processing Authorization and Expenses in GovTrip When Travel Was Booked in 
FedTraveler Using the Employee’s Government-Provided Travel Charge Card (Continued) 
 

Step Action 
3 Under the “Type” field, select the correct purchase/reimbursement method option used.  

In this example, the airfare was purchased using “CP - Air Fare (GOVCC-I)”. 
 
Complete all of the remaining self-explanatory fields with a red star “*”. 
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       Notice FI-2844 Exhibit 1 
 
Procedure for Processing Authorization and Expenses in GovTrip When Travel Was Booked in 
FedTraveler Using the Employee’s Government-Provided Travel Charge Card (Continued) 
 

Step Action 
4 Review data entered and CLICK “Save”. 

 

 
 
Employees will see that the transportation was added under the “Trip Summary” block. 
 

 
 

 
7-15-08      Page 5 

 

 



       Notice FI-2844 Exhibit 1 
 
Procedure for Processing Authorization and Expenses in GovTrip When Travel Was Booked in 
FedTraveler Using the Employee’s Government-Provided Travel Charge Card (Continued) 
 

Step Action 
5 Add the $10.03 TMC fee to this authorization.  CLICK “Expenses” from the main 

navigation bar, and then CLICK “Non-Mileage” from the sub-navigation bar.  Add any 
other expenses that may apply to this trip at this time. 
 
Note: In the event the employee called TMC to book the flight, the employee will be 

charged the full service fee, which is at a higher rate of $29.95.  Enter the fee that 
applies. 
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       Notice FI-2844 Exhibit 1 
 
Procedure for Processing Authorization and Expenses in GovTrip When Travel Was Booked in 
FedTraveler Using the Employee’s Government-Provided Travel Charge Card (Continued) 
 

Step Action 
6 Review data entered and CLICK “Save”.  

 

 
 
Employees will see the TMC fee under the “Expenses Summary” block. 
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       Notice FI-2844 Exhibit 1 
 
Procedure for Processing Authorization and Expenses in GovTrip When Travel Was Booked in 
FedTraveler Using the Employee’s Government-Provided Travel Charge Card (Continued) 
 

Step Action 
7 CLICK “Review/Sign” under the main navigation bar, and then CLICK “Preview” from 

the sub-navigation bar.  Review the document. 
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       Notice FI-2844 Exhibit 1 
 
Procedure for Processing Authorization and Expenses in GovTrip When Travel Was Booked in 
FedTraveler Using the Employee’s Government-Provided Travel Charge Card (Continued) 
 

Step Action 
8 CLICK “Pre-Audit” from the sub-navigation bar.  If applicable, complete any 

justifications, and then CLICK “Save And Proceed To Digital Signature”. 
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       Notice FI-2844 Exhibit 1 
 
Procedure for Processing Authorization and Expenses in GovTrip When Travel Was Booked in 
FedTraveler Using the Employee’s Government-Provided Travel Charge Card (Continued) 
 

Step Action 
9 After reviewing and pre-auditing the authorization, CLICK “Digital Signature” from the 

sub-navigation bar.  In the “Additional Remarks” block, type in the remark for the 
approver review stating that the ticket was purchased outside of GovTrip, such as “Airline 
ticket was obtained thru FedTraveler”. 
 
Once complete, select “Signed” and CLICK “Submit Completed Document”. 
 

 
 

10 The authorization is done and will now be routed to the approver. 
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       Notice FI-2844 Exhibit 2 
 
Procedure for Creating a Post-Trip Travel Authorization When FSA’s Centrally Billed Account 
(CBA) Is Used 
 

The following are procedures for creating a post-trip travel authorization when FSA’s CBA was 
used to book transportation in FedTraveler and paid through GVTS. 

 
Step Action 

1 Create a new authorization by selecting the starting point, TDY location, and ending point. 
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       Notice FI-2844 Exhibit 2 
 
Procedure for Creating a Post-Trip Travel Authorization When FSA’s Centrally Billed Account 
(CBA) Is Used (Continued) 
 

Step Action 
2 CLICK “Expenses” and enter the non-mileage and mileage expenses.  Select “Personal” as 

the method of reimbursement. 
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       Notice FI-2844 Exhibit 2 
 
Procedure for Creating a Post-Trip Travel Authorization When FSA’s Centrally Billed Account 
(CBA) Is Used (Continued) 
 

Step Action 
3 After all expenses have been added, CLICK “Review/Sign”, CLICK “Pre-Audit”, and type 

in the justifications, where applicable. 
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       Notice FI-2844 Exhibit 2 
 
Procedure for Creating a Post-Trip Travel Authorization When FSA’s Centrally Billed Account 
(CBA) Is Used (Continued) 
 

Step Action 
4 CLICK “Preview” to verify the trip cost. 
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       Notice FI-2844 Exhibit 2 
 
Procedure for Creating a Post-Trip Travel Authorization When FSA’s Centrally Billed Account 
(CBA) Is Used (Continued) 
 

Step Action 
5 CLICK “Digital Signature” and enter the following in the “Additional Remarks” block 

before signing the document. 
 

“The airline ticket of $_____ from ______ airline was purchased through FedTraveler 
using a centrally billed GVTS account.  Receipts are attached.  The ticket was not 
itemized on this authorization/voucher to prevent double payment of an expense already 
paid through GVTS.” 
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