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Exercise #5b:    Cancelling a Travel Authorization – Tickets NOT Issued 

Objectives:  Amend a Travel Authorization 
 Cancel a Travel Authorization that were never ticketed 

Notes: Amendments to TAs happen if the status of the document is DATALNK. 
 
It is important to verify whether tickets were issued prior to cancelling the 
authorization. You can check with Travel Management Center to verify. 
 
Use Exercise #5a 
 
Dispatch #2 – Amendments, Adjustments and Cancellations can be found at: 
http://www.corporateservices.noaa.gov/finance/travel.html 

Instructions: Execute the following steps: 

 
Your site visit to California has been cancelled.  The document has already gone through the 
electronic routing and was APPROVED/DATALINKED.  You do verify from the Travel 
Management Center that tickets were not issued. 
 
You use the rules in the following table for cancelling your TA: 
 

Is the Travel 
Authorization 
DATALINKED? 

Were reservations ticketed or 
Transaction Fee incurred? 

Action 

No •    Reservations were ticketed 
•    TMC fee incurred 
•    Traveler reimbursable 

expenses were not incurred 

Adjust the authorization to reduce the document 
down to the Common Carrier Costs and 

Transaction Fee. 

No •    Reservations were not 
ticketed 

•    No TMC Fee incurred 
•   Traveler incurred a Late 

Cancellation fee with the 
Lodging facility 

Adjust the authorization to reduce the document 
down to the Late Cancellation fee. 

No •    Reservations were not 

ticketed 
•    No TMC fee incurred 
•    Traveler reimbursable expenses 

were not incurred 

Delete the authorization as $0 documents are 

not processed through the interface. 
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