BBMR-T-1

BUREAU OF BUDGET AND MANAGEMENT RESEARCH
TRAVEL REQUEST & AUTHORIZATION (TA) CHECKLIST

Requesting Dept./Agency: Division:
Date Received by BBMR: TA Number:
Account No. to be charged: TA Amount:
Department BBMR
Yes No Yes No
1. Istravel essential to the conduct of important government business?
2. Will travel result in securing additional revenues for our island, achieve
current or future cost-savings for government operations, programs, or
relate to the Dept. / Agency’s priority work program activities?
3. s travel required per existing contracts, law, or rule? If “Yes,” attach
documentation.
4. Isthe travel federally funded and approved by grantor agency and reflected
in approved grant application? If “Yes,” attach documentation.
5. a.) Arethe number of per diem days computed correctly?
b.) Are the number of per diem days justified and reasonable?
c.) Are per diem rate and number of days indicated on the TA’s per diem line?
6. Is appropriate account number reflected?
7. lIs airfare the lowest fare possible?
8. Is more than one traveler attending the same conference, seminar,
workshop, or meeting? If “Yes,” attach Dept. / Agency justification.
9. Is TA signed by all appropriate signatories?
10. Are funds certified as available in compliance with applicable Certifying
Officer mandates?
11. Are all computations accurate?
12. Is AS400 printout attached?
13. Is the brochure of conference / training attached?
14. Is copy of airline itinerary attached?
15. [If travel is for “meeting”, is documentation from meeting official
indicating times, dates, and purpose of meeting attached?
16. Is TA being submitted 15 working days prior to travel commencement date?
If “No,” please provide explanation.
DEPARTMENT:
Prepared By: Date:
Approved By (Dept. Head): Date:
BBMR ACTION:
Analyst Recommendation: [] Approval
O Disapproval
(Analyst) (Date)
COMMENTS:
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