









MEMORANDUM FOR:	All NOAA and BIS Employees

FROM:	                        Jon P. Alexander
Director, Finance Office/Comptroller

DATE:	June 25, 2010

SUBJECT:	Travel Advisory 10-4 
Original Signatures on Travel Vouchers


In a continuing effort to streamline our current travel processes, effective immediately, the NOAA Finance Office will now accept travel vouchers with photocopied signatures as long as the employee electronically signs the voucher and the approving official electronically approves it in the Integrated Travel Manager (ITM) system.  

NOAA and BIS employees must use the ITM to electronically process and approve all travel authorizations and travel vouchers.  Effective November 16, 2009, we announced that hard copy travel authorizations with ink signatures were no longer required.  Finance Policy Memorandum 10-02 was recently issued which states that Finance will now accept travel vouchers with photocopied signatures as long as the employee electronically signs the voucher and the approving official electronically approves it in the ITM. Once the travel voucher has been electronically approved in ITM, the employee is still required to submit a signed hard copy travel voucher (original, photocopy, or fax) along with appropriate receipts within five business days after the completion of travel to their servicing Finance Office for payment.  It is preferable to send the hardcopy travel vouchers to the Finance office by mail.  Note, you are no longer required to attach the approved travel authorization to your travel voucher when submitted to Finance for payment.    
 
Non-routing bargaining unit employees, travelers who do not have access to ITM (invitational travelers), employees processing Permanent Change of Station (PCS) travel vouchers, and employees who cannot process travel vouchers due to system unavailability are still required to submit travel vouchers with original signatures.  In these cases, both the employee and their approving official are required to submit a hard copy travel voucher with original ink signatures along with the appropriate receipts within five business days after the completion of travel to their servicing Finance Office for payment.  Please note that the CD-370 Travel Voucher Form can be utilized in rare cases where the ITM is unavailable.
For more information on ink signature requirements for travel authorizations and travel vouchers, please visit our website to view Travel Advisory 10-1:  http://www.corporateservices.noaa.gov/~finance/travel.html.  For more information regarding the elimination of the ink signature requirement on travel authorizations and routing enforcement, please visit our website to view Dispatches 11 and 12: http://www.corporateservices.noaa.gov/~cbs/travel.htm
If you have any questions regarding the policy side of this advisory, please call Rachael Wivell in the NOAA Travel Office on (301) 444-2136.  If you have any questions regarding the ITM processing side of this advisory, please contact the NOAA Client Services Help Desk on 
(301)444-3400 or clientservices@noaa.gov.    




