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

	
	

	 


The Albuquerque Service Center (ASC) Budget & Finance (B&F) is proud to release a new web- based form to request travel authorizations.  Your local field Budget organization will likely coordinate requests for blanket authorizations.  Individual requests may be submitted by travelers and their supervisors.  Please share this information with your employees. 

In the past, travelers completed a paper copy of form FS 6500-2, “Travel Authorization Request Form” which required several manual steps to process.  This led to numerous errors and delays.  With this web-based form, the process for requesting a travel authorization is now automated.  The actual authorization is created by ASC staff on-line with USDA National Finance Center.

Effective immediately, access the following link to make all requests for travel authorizations:   http://fsweb.r3.fs.fed.us/asc/bfm/programs/financial-operations/travel/tdy/forms.php.  The form is interactive and contains drop-down menus in fields where this functionality can be used.  To prevent errors it has built-in data integrity check points, edits for required field entry, and printing and e-mail functions.  There are also links for per diem rates and other federal travel references.  With this new form, no hard copies will be mailed to ASC B&F.  The electronic submission to the ASC B&F completes the request for a travel authorization.

In addition to providing an easier, more pleasant experience for field users, the development of this automated form enabled ASC B&F to create a more streamlined and efficient process for  travel authorization requests.  This process will reduce the time it takes to create a travel authorization due to reduced data entry requirements, and will produce more accurate tracking and status of transactions, as well as providing reference information to travelers on the web.

The form and process were tested by field users as well as ASC B&F.  ASC B&F enlisted testers whose knowledge ranged from those who had never completed a travel authorization request, to experienced travel coordinators.  Modifications were made based on the suggestions of those who assisted ASC B&F with testing.  We appreciate their assistance in improving this important process.

Instructions for using the form as well as new process are attached.  If you need assistance in using this form, please contact the ASC B&F at 1-877-372-7248 selecting the TDY option.

	

	/s/ Jesse L. King

	JESSE L. KING

	Associate Deputy Chief for Business Operations/Chief Financial Officer
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