USDA FOREST SERVICE
ASC WORKSHEET #01
 (rev. 8/2005)


TRAVEL JUSTIFICATION FOR NON-GOVERNMENT PERSON
	This form is required for all non-government persons (except volunteers) that have been authorized travel per diem or subsistence. For volunteers, form FS-1800-7, “Agreement for Individual Voluntary Services,” is the required documentation (FSH 6509.33.92-4).

When requesting issuance of a Travel Authorization, attach this completed justification form to ASC Worksheet #02, Travel Authorization Request or the FS-6500-2, “Request for Travel Authorization,” and submit to the ASC.  
For multiple travelers, provide information for items 1-6 for each traveler and attach to this form.

	1.  
	Name:
	     
	3.
	Social Security #:
	      -       -      

	2.  
	Address:
	     
	4.
	Office Phone #:
	      -       -      

	
	City:
	     
	5.
	Home Phone #:
	      -       -      

	
	State:
	     
	Zip Code:
	     
	6.
	E-Mail Address:
	     

	
	
	
	
	
	
	
	

	7.  
	TRAVEL DATES:
	Departure:       
	Return on:       

	8.  
	DEPARTING FROM:
	City:       
	State:       

	9.  
	DESTINATION / LODGING:
	City:       
	State:       

	
	

	10.  METHOD OF TRAVEL

	 FORMCHECKBOX 

 FORMCHECKBOX 

	Common Air Carrier

Government Vehicle ~ leased or owned (if selected, also check ONE of the following):

	
	 FORMCHECKBOX 

 FORMCHECKBOX 

	Traveler is authorized to travel as a passenger in a Federal government vehicle for official purposes only.
Traveler is authorized to drive a Federal government vehicle for official purposes only if:
· this individual has attended a DEFENSIVE DRIVER’S TRAINING COURSE within the past 3 years, and

· the appropriate training documentation is on file or attached to the individual’s document authorizing travel (refer to #19 below).

	 FORMCHECKBOX 

 FORMCHECKBOX 

	State Furnished Vehicle
Personal Vehicle Mileage - not to exceed max rates established by GSA

	
	 FORMCHECKBOX 

 FORMCHECKBOX 


	POV mileage is authorized at       cents per mile to and from common carrier terminal.
POV mileage is authorized at       cents per mile to and from temporary duty station. If checked, complete a cost comparison form FS-6500-5 prior to travel; attach to travel voucher. 

	11.  
	RENTAL CAR NEEDED?
	  FORMCHECKBOX 
  Yes        FORMCHECKBOX 
  No
	12.  PARKING NEEDED?
	 FORMCHECKBOX 
  Yes        FORMCHECKBOX 
  No

	13.
	PURPOSE OF TRAVEL (as it relates to the Forest Service):
     

	14.
	DIRECT BENEFIT (services to be rendered to the Forest Service):
     


TRAVEL JUSTIFICATION FOR NON-GOVERNMENT PERSON (continued)
	15.
	Who will the non-government traveler(s) interact with to accomplish the service rendered or the benefit?
     

	16.
	Will there be a formal written report of other means to officially document the benefit to the Forest Service?
       FORMCHECKBOX 
  Yes        FORMCHECKBOX 
  No

	17.
	Is the purpose of the meeting interagency in scope?        FORMCHECKBOX 
  Yes        FORMCHECKBOX 
  No

	18.
	Total estimated cost to the Government (per diem, transportation, etc.)      $     

	19.
	ATTACH COPY OF APPROVED DOCUMENT AUTHORIZING PAYMENT FOR TRAVEL

	AGENCY APPROVAL

	The individual listed above is approved to   FORMCHECKBOX 
 DRIVE   or    FORMCHECKBOX 
 RIDE in a government vehicle.  
If the individual will be driving a government vehicle, it is mandatory that a DEFENSIVE DRIVER’S TRAINING COURSE be attended and documented.

	
	     
	
	     
	
	     
	

	
	Unit Approval (name of Line Officer)
	
	Signature
	
	Date
	

	
	     
	
	     
	
	     
	

	
	Supervisory Financial Analyst ASC
	
	Signature
	
	Date
	

	This section is to be completed by the ASC

	
	 FORMCHECKBOX 
  FS-6500-2 attached
	 FORMCHECKBOX 
  #19 information attached
	 FORMCHECKBOX 
  NFC Supplement requested
	

	
	 FORMCHECKBOX 
  AD-202 Travel Authorization #: 
	     
	
	 FORMCHECKBOX 
  FFIS PVND requested
	

	
	 FORMCHECKBOX 
  E-mail notification sent to:
	     
	on:
	     
	by:
	     
	

	
	 FORMCHECKBOX 
  Signed hardcopy sent to:
	     
	on:
	     
	by:
	     
	

	

	
	Processed by:
	     
	
	Date:
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