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ISSUING OFFICE:  OAM


TRAVEL ORDERS/VOUCHERS FOR ORS DIVISION DIRECTORS

TOPIC:

Authorization of Travel Order/Vouchers for ORS Division Directorstc \l2 "Authorization of Travel Order/Vouchers for ORS Division Directors
PURPOSE:

To ensure completeness, accuracy, and appropriate approval on all travel orders for the Division Directors.
COVERAGE:
ORS Division Directors

PROCEDURES:
A.
For travel orders processed for the ORS Division Directors the recommended by field on the DELPRO screen must read: Joan C. Topalian, Executive Officer, ORS.

B.
Division Administrative Officers will PF9 a copy of the DELPRO travel order and at the bottom of the (PF9( DELPRO copy, an (Authorized By( line needs to be typed:

Authorized By:                                                       
                  
   Stephen A. Ficca

 Date

   Associate Director for Research Services

C.
The Division Administrative Officer should forward the package to the Executive Officer for review and initial by the authorized line.  The Executive Officer should forward the reviewed package to the Associate Director for Research Services (ADRS) for approval.

D.
Upon approval by the ADRS, the ADRS should return the travel order to the Division Administrative Officer for print review.  The (PF9" copy of the travel order with the original signature of the ADRS will become a part of the file.  After print review, the copies with the (Approving Official( signature will be distributed as usual (e.g., one copy to the traveler, one copy to Travel Management Center, and one copy for the file).

E.
Upon completion of the travel, vouchers for the Division Directors should be forwarded to the Executive Officer for approval.

All previous ORS policies inconsistent with the provisions of this ORS policy are superseded.


