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Exercise #6:    Create Travel Authorization – Award Ceremony with Guest 

Objectives:  Create a Travel Authorization for an Award Ceremony 
 Include Traveler and Guest on Travel Authorization 

Notes: The Department of Commerce Travel Handbook, 
(http://www.osec.doc.gov/oas/OCS/Travel_Regulations.html)  section C301-88 states 
that travel and per diem (Lodging plus Meals and Incidental Expenses (M&IE)) 
expenses may be provided to a Departmental award recipient for attendance at a 
major award ceremony (e.g., Presidential award ceremony, the Department’s annual 
award ceremony, or a prestigious honorary award ceremony sponsored by a non-
Federal organization). In addition, bureaus may provide reimbursement of travel and 
per diem expenses for one individual traveler of the award recipient’s choosing. This 
person can be a family member or another person whose close association with the 
employee is the equivalent of a family relationship.  

This section goes on to state that one travel authorization (order) shall be issued that 
covers both the employee and the additional traveler and that the employee will be 
responsible for submitting a travel voucher to obtain reimbursement for the travel 
costs of themselves and the additional person. 

However, if the employee wishes to take another traveler that is an employee, both 
employees will do individual authorizations, the guest stating they are a guest of an 
award recipient. 

In addition, the NOAA Travel Regulations, section 301-1.30 gives the titles of the 
officials able to approve award ceremony travel. 

 
Instructions: 

 
Execute the following steps: 

 
You are a departmental award recipient.  You and a guest have been invited to attend the 
Department’s annual award ceremony in Washington, DC on August 22th.  You are coming from 
your Duty Station of Charleston, SC and your guest (Mother) is coming from Atlanta, GA and 
will have separate hotel rooms. 
 
 
Estimated Expenses 
$315.00 = Round-trip air fare (Traveler) 
$385.00 = Round-trip air fare (Guest) 
$25.43 = TMC Transaction Fee per person 
$50.00 = Hotel Tax per person 
$75.00 = Taxi Fare per person 
$50.00 = Airport Shuttle per person 
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