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	United States

Department of

Agriculture
	Forest

Service
	Albuquerque Service Center
	101 B Sun Avenue NE
Albuquerque, NM  87109



Regional Foresters, Station Directors, Area Director, IITF Director, Deputy Chiefs and WO Staff   
2
4/25/2006

	File Code:
	6540
	Date:
	April 25, 2006

	Route To:
	(6500)

	
	

	Subject:
	Travel Authorization Request for Administrative Determined Emergency Workers (AD-Casuals) and Seasonal Employees   

	
	

	To:
	Regional Foresters, Station Directors, Area Director, IITF Director, Deputy Chiefs and WO Staff   

	
	

	 


The Albuquerque Service Center (ASC) Budget & Finance (B&F) is committed to improving our customer service with regard to travel authorizations. To assist Field Units in getting a head start on their increased workload involving the hiring and dispatching of emergency and seasonal personnel, the ASC is making the following recommendations:

For Casual Hire Employees:

· For those casual hires who will be traveling and entitled to travel reimbursement, submit a request to ASC B&F TDY to have a current year authorization issued.  An example would be a casual that is assigned to an overhead team and will be going to assignments as a member of the team.  Instruction and process procedures for requesting an authorization can be found at: http://fsweb.r3.fs.fed.us/asc/bfm/programs/financial-operations/travel/tdy/forms.php
· Casual employees can be issued a National Single (NS), National Multiple (NM), Blanket Single (BS), or Blanket Multiple (BM) type of travel authorization.  

· Casual employees are not to be included or combined on authorizations with Forest Service Employees. 

· It will not be necessary to provide the ASC B&F copies of any of the hiring documents except when the casual wishes to have their travel paid by direct deposit.  In this case, please provide ASC B&F a copy of the direct deposit form.

· During peak emergency periods, ASC B&F Travel Section is planning on having at least one contact person available for assistance to the Dispatch Centers seven days per week.  The Geographic Area Coordination Centers will be notified of the contact procedures.  

· By May 1, 2006 there will be additional information regarding Casual Hire travel procedures on the ASC B&F web site.  This will include procedures for making travel arrangements and requesting travel authorizations for immediate use. http://fsweb.r3.fs.fed.us/asc/bfm/programs/financial-operations/travel/tdy/


For Seasonal Employees:

Seasonal Employees are employees that are hired on a 1039 Temporary Appointment or employees that are hired on a When Actually Employed (WAE) appointment.  This type of appointment is sometimes called Permanent Seasonal Employees (13/13 or 6/20, etc.).

· Seasonal employees are not to be included or combined on authorizations with Forest Service Permanent Full-Time Employees (PFT) or Casuals.

· Seasonal employees can be issued a National Single (NS), National Multiple (NM), Blanket Single (BS), or Blanket Multiple (BM) type of travel authorization.  

· Authorization requests for seasonal employees should not be emailed to the ASC B&F until the employee is in active status in Human Resource (HR) systems.  In the event the employee is not active in the HR systems, the ASC can add the employee to a travel authorization only by taking additional steps and time working with the Controller Operations Division (COD) – formerly known as the NFC.  If it is necessary for a seasonal to travel before the person is active in the HR systems, please provide that information in the remarks block on the 6500-2, Request/Amendment for Travel Authorization. 

· Do not submit a travel voucher for payment until notification is received from ASC B&F that the authorization has been completed.  In the event that a voucher is processed by the traveler and not established at NFC, the voucher will reject into suspense.
These actions will aid the ASC B&F to anticipate being able to minimize or eliminate difficulties in getting casual employees seasonal hires on travel authorizations.  In the event there are any questions in regards to this letter please direct them to ASC TDY at                 1-877-372-7248.  

	

	/s/ Tamara L. Hanan

	TAMARA L. HANAN

	Director, Budget and Finance Albuquerque Service Center


cc:  Lorna Burleson

Mike Schultz

Thomas G Shehan

Patricia A Weaver   
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