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1.0 Purpose

The purpose of this work instruction (WI) is to establish a consistent method for planning, approving, and completing civil service travel for the NASA IV&V Program.

2.0 Scope

This WI applies to the planning, approval and completion of all NASA IV&V civil service employee travel, including extended and long-term travel (for example: travel associated with detail assignments)..
3.0 Definitions and Acronyms
Official NASA IV&V roles and terms are defined in the Quality Manual.  Specialized definitions identified in this WI (if any) are defined below.
3.1 Acronyms
FTR

Federal Travel Regulation

GSFC

Goddard Space Flight Center

IMS

NASA IV&V Management System 
NFTRS
NASA Federal Travel Regulations Supplement

NPR

NASA Procedural Requirement

PFM

Program Financial Management

QM

Quality Manual

WI

Work Instruction
4.0 Process Flow Diagram
The following diagram depicts the process described in this document, and the responsibilities and actions that shall be performed by process participants.  Any information supplemental to the depicted process will appear after the diagram.
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This process begins with the PFM Analyst sending an email to request that travelers submit their planned travel needs for a given period.  Travelers then formulate a list of their planned travel needs for the period requested and discuss those needs with their office lead and supervisor to gain support for travel.  If the supervisor and office lead support travel, then the traveler will submit the list of supported travel events to the PFM Analyst, including the dates, purpose, destination and estimated cost of each travel event.
The PFM Analyst will aggregate all of the received travel plans in the travel plans spreadsheet, and the supervisors and office leads will prioritize the NASA IV&V Program’s travel needs and approve, deny or hold travel requests based on available travel funding.  Once this prioritization and approval occurs, the PFM Analyst updates the travel plans spreadsheet with the approval decisions and the supervisors and/or office leads notify travelers of the disposition of their submitted travel plans.  If there is a change to any of the planned travel, the traveler discusses that change with their supervisor and their office lead, and then notifies the PFM Analyst so that the travel plans spreadsheet may be updated.

The alternate preparer or traveler( submits a travel authorization for each approved travel event at least two weeks prior to travel, if possible.  If the traveler has prepared authorizations, the traveler notifies the alternate preparer that they have submitted travel authorizations and the alternate preparer adds these to the travel log.  If there is any change to the travel authorization, the traveler notifies the alternate preparer so they can update the travel log.
The PFM Analyst will approve submitted travel authorizations within five working days prior to travel, and then the supervisors will approve those travel authorizations to route them to the final approver at the GSFC Travel Office.  Once travel is completed, the alternate preparer or traveler submits an expense report within five calendar days of the end of travel.  If the traveler has prepared the expense report, the traveler notifies the alternate preparer that they have submitted an expense report and the alternate preparer adds it to the travel log. If there is any change to the travel expense report, the traveler notifies the alternate preparer so they can update the travel log.

The PFM Analyst approves submitted expense reports as soon as possible and updates the travel plans spreadsheet.  The supervisors then approve those expense reports to route them to the final approver at the GSFC Travel Office.  The supervisors and office leads meet as needed to reevaluate and update NASA IV&V Program travel needs and priorities.

5.0 Metrics
Any metrics associated with this WI are established and tracked within the NASA IV&V Metrics Program.

6.0 Records
The following records will be generated or updated and filed in accordance with this WI and IVV 16, Control of Records, and in reference to NASA Procedural Requirement (NPR) 1441.1, NASA Records Retention Schedules.

	Record

Name
	Original
	Vital
	Responsible Person
	Retention

Requirement
	Location

	Travel Plans Spreadsheet
	Y
	N
	PFM Analyst
	Destroy when 2 years old. (9/20A)
	NASA IV&V ECM System

	Travel Log
	Y
	N
	Alternate Preparer
	Destroy when 6 years old. (9/19A)
	NASA IV&V ECM System


( The preferred method of preparing travel authorizations and expense reports is via the alternate preparer.  This streamlines the travel process and ensures the most efficient use of NASA IV&V Program resources.
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