For use by Travel Preparers

Bureau of Indian Education
Travel Request Checklist
A. Travel Charge Card issued to traveler/employee
 FORMCHECKBOX 
  Yes–Travel Charge Card issued (continue to B)
 FORMCHECKBOX 
  No–Travel Charge Card not issued, cannot travel


1.  FORMCHECKBOX 
 Employee must complete CC online training
2.  FORMCHECKBOX 
 Employee must complete CC application and submit to:
· Gail Gorman (BIE Navajo) or
· Arlene Routt (rest of BIE)

B. Concur Travel User ID issued to traveler/employee
 FORMCHECKBOX 
  Yes (continue to C)
 FORMCHECKBOX 
  No–Employee must submit Concur access request form to Jessica Massung
C. Prepare Travel Request Form
 FORMCHECKBOX 
  Use traveler/employee official First Name and Last Name [as it appears in Concur profile]
 FORMCHECKBOX 
  Identify the regulatory of statutory language meeting the mission-critical travel criteria

 FORMCHECKBOX 
  Include a justification for not using a GOV, if applicable

 FORMCHECKBOX 
  Attach meeting information – agenda, course description, etc.

 FORMCHECKBOX 
  Provide an estimate of travel cost
 FORMCHECKBOX 
  Include funding source if traveling under a different account than default/office


 FORMCHECKBOX 
  Attach e-mail or memo supporting this change


 FORMCHECKBOX 
  If travel is partially/wholly paid by a Non-federal entity, attach Ethics form (DI-2000)
 FORMCHECKBOX 
  Obtain immediate supervisor’s signature

 FORMCHECKBOX 
  Obtain Final Approval signature (continue to D)
D. Prepare Travel Itinerary/Authorization in Concur
 FORMCHECKBOX 
  Complete following fields: Trip Name, Type Code, Purpose, Document Detail
 FORMCHECKBOX 
  Document Detail must match the Detailed Purpose/Justification on Travel Request Form
 FORMCHECKBOX 
  Trip Begin/End Dates must match what is on Travel Request Form 
 FORMCHECKBOX 
  Complete all entries for Expenses section
 FORMCHECKBOX 
  If using GOV, please enter “Government Vehicle or Bus” in Expenses section as $0.00

 FORMCHECKBOX 
  If using POV, please attach a MapQuest/GoogleMaps/RandMcNally print-out to justify mileage expense
 FORMCHECKBOX 
  Upload approved Travel Request Form in Receipts section of Concur

 FORMCHECKBOX 
  Complete Accounting Code information

 FORMCHECKBOX 
  Stamp Travel Authorization Signed in Concur
 FORMCHECKBOX 
  Obtain Approval stamp in Concur prior to traveling
EMPLOYEE MUST NOT TRAVEL if the Travel Authorization has not been stamped Approved in Concur

E. No Cost Travel
Local Travel






No Claim (No Cost)

 FORMCHECKBOX 
  Less than 50 miles of Duty Station, Less than 12 hours
 FORMCHECKBOX 
 More than 50 miles, Less than 12 hours

 FORMCHECKBOX 
 Must obtain verbal approval
 FORMCHECKBOX 
 Must obtain verbal approval


 FORMCHECKBOX 
 Must obtain paper Travel Authorization (DI-1020)
 FORMCHECKBOX 
 TA must be created in Concur
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