


Currently on Travel. Employees who are currently on official temporary duty (TDY) travel 
should contact their supervisor immediately to determine if their travel is considered mission 
critical, and if it is not, should begin making plans to return to their duty station as quickly as 
possible. Employees who meet the 'mission critical' criteria must now obtain approval from 
their Line/Staff Office CFO, as well as approval from the NOAA US and DUSO using the 
'NOAA Travel Justification Checklist' process outlined under 'Essential Travel', below, 
even if their travel has already been approved in E2. 

The following outlines the new travel approval process for employees (includes invitational) who 
are either on official TDY travel, or who are about to perform official TDY travel, amidst the 
CO VID-19 outbreak. 

Essential Travel. Employees seeking to travel will be required to confirm the travel is "mission 
critical" and obtain approval from their Line/Staff Office Chief Financial Officer, as well as 
approval from the NOAA Under Secretary and Deputy Under Secretary for Operations using the 
'NOAA Travel Justification Checklist.' Employees will: 

1. Create a TA in E2, but will not route the TA for approval;

2. Complete Section A of the 'NOAA Travel Justification Checklist' for Upcoming Travel';

3. Obtain their Chief Financial Officer (CFO) approval on the Checklist;

4. Send a copy of the unapproved TA along with the CFO-approved 'NOAA Travel Justification 

Checklist' to the following e-mail addresses for Under Secretary and DUSO approval: 

michael.weiss@noaa.gov and christiaan.vanwestendorp@noaa.gov.

Once submitted to the Under Secretary and DUSO's offices, the travel package will be reviewed 
and if approved the 'NOAA Travel Justification Checklist' will be signed and returned to the 
employee. The employee will upload the final signed 'NOAA Travel Justification Checklist' 
into E2 and continue routing their TA to their authorizing official for final approval. 

Please direct any questions regarding: 

• The new travel approval process to either: michael.weiss@noaa.gov or

christiaan.vanwestendorp@noaa.gov

• Travel policy to either rachael.s.wivell@noaa.gov/ (301) 444-2136 or

chasity.n.grimm@noaa.gov/ (301) 444-2129;

• The E2 process or routing questions to clientservices@noaa.gov/ (301) 444-3400.
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