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UNITED STATES GOVERNMENT
NATIONAL LABOR RELATIONS BOARD
Office of Inspector General

MEMORANDUM

TO : Chairman James M. Stephens
General Counsel Jerry M. Hunter

DATE: June 27, 1991

FROM

Inspector General Bernard Levine

SUBJECT: Final Audit Report - "Review of Alleged Improprieties of
an Employee's Travel Account"”
Audit Report No. OIG-AMR-5

Enclosed for each of you is a copy of the Office of Inspector
General (OIG) Audit Report in the above referenced matter.
Although the subject matter of the report originated on the
General Counsel side of the Agency, a copy is being provided to
each of you should the Chairman receive inquiries concerning the
report.

The report contains the results of an 0OIG audit into alleged
improprieties concerning an employee's travel account. The audit,
which covered the employee's travel activities from the beginning
of FY 1984 through FY 1990, was prompted by anonymous letters
which asserted that an employee had misappropriated Agency funds
through a manipulation of the travel advance system. This audit
and a simultaneously conducted investigation established that the
assertion in the anonymous letters was partially correct.

A total of 8 recommendations are made in this report, all of which
have been adopted. Seven of the recommendations pertain to the
need to strengthen internal controls, a conclusion we have reached
in virtually every audit undertaken by the 0IG. The eighth
recommendation deals with securing reimbursement from the employee
in question of an amount in excess of $1,200 for a travel advance
which did not appear on the employee's travel card, but which was
reflected in a ledger dealing with travel advances.

At some appropriate time in the future, we may do a follow-up
review to ascertain if the implementation of our recommendations
has had the desired result.

We appreciate the cooperation extended to us during the conduct of
this audit and look forward to continued cooperation in the
conduct of other audits in the future so our joint efforts will
result in a National Labor Relations Board free of waste, fraud
and abuse.
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Should you have any questions or comments concerning this report,
please do not hesitate to call upon us

A
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I. EXECUTIVE DIGEST

The Office of Inspector General (0OIG) conducted an audit
of alleged improprieties of an employee's travel account.
The audit, which covered the employee's travel activities
from the beginning of FY 1984 through FY 1990, was prompted
by anonymous letters which asserted that an employee had
misappropriated Agency funds through a manipulation of the

travel advance system. This audit and a simultaneously
conducted investigation established that the assertion in the

anonymous letters was partially correct.

A total of 8 recommendations are made in this report,
all of which have been adopted. Seven of the recommendations
pertain to the need to: (1) strengthen internal controls,
and (2) make certain that supervisory and managerial review
take place, conclusions we have reached in virtually every
audit undertaken by the OIG.

The eighth recommendation deals with securing
reimbursement from the employee in question of an amount in
excess of $1,200 for a travel advance which did not appear on
the employee's travel card, but which was reflected in a
ledger dealing with travel advances.

The report is closely related to the "Review of
Accountability and Control Over Travel Advances," Audit
Report No. OIG-AMR-4, which issued June 24, 1991. Although
the instant report is based upon the review of a single
individual's travel records and not a comprehensive review
such as was undertaken in OIG-AMR-4, we are satisfied that
our findings here are fully supported by those in the
companion matter.

A full text of the General Counsel's response to a draft
copy of this report is included as Section VI of this report.



ITI. BACKGROUND

Several anonymous allegations of improprieties were made
to the Office of Inspector General (0IG) in November and
December, 1989. One allegation was that a National Labor
Relations Board (NLRB) employee had misappropriated NLRB
funds through the travel advance system. As a result, a
review of the employee's travel vouchers, travel advances,
travel cards and travel orders was conducted.

It was specifically alleged that the employee would
submit a travel order which entitles the person to obtain a
travel advance and subsequently cancel the travel order and
not pay back the travel advance. This process would
allegedly be repeated by the employee, building up large
travel advance balances which were never repaid. The
employee then allegedly prevailed on someone in the Financial
Management Branch to alter the travel records so that the
travel advances would not appear in the records in order to
avoid paying back the outstanding travel advances.



ITII. OBJECTIVES, SCOPE AND METHODOLOGY

The main objective of this audit was to determine
whether an employee's travel account had been manipulated in
such a manner that travel advances were removed from the
travel records resulting in eliminating the employee's
obligation to clear the advance, either by incurring expenses
on official travel or by repaying the advance.

Specifically, the audit was made to determine: 1) if
all travel advances of an employee were properly recorded on
the Travel Cards (Form NLRB-4235), the A585 Travel Advance
Report and in the Headquarters Imprest Fund subvouchers; 2)
if all travel expenses of an employee were properly recorded
in the A585 Travel Advance Report and on the Travel Cards;
and, 3) if the allegation received by the OIG had any merit.

This audit covered the employee's travel activities from
the beginning of FY 1984 through FY 1990 and involved an
examination of all available travel records/documents listed
below:

o Travel Vouchers (SF-1012)
o Travel Cards (Form NLRB-4235)

o Advance of Funds Application and Account
Form (SF-1038)

o Annual Travel Orders (Form NLRB-3010)
o Group Travel Orders (memorandum)
o Travel Advance Report (A585 Report Number)

Travel cards were available for review from the beginning of
FY 1983 through FY 1990 and Travel Vouchers from the
beginning of FY 1984 through FY 1990. The Travel Advance
Reports (A585) were only available for the period ending
September 30, 1986, September 30, 1988, and September 30,
1989. The reports for FY 1990 were also available. Also,
several Travel Advance Forms (SF-1038) and Annual Travel
Orders could not be located for evaluation during the review
period.

The audit mainly involved a reconciliation of the A585
Travel Advance Report against the available travel records/
source documents for the employee. All travel transactions
of the employee were evaluated to determine if a complete
reconciliation could be made. This audit was performed in
accordance with the U.S. General Accounting Office's (GAO)



"Standards for Audit of Government Organizations, Programs,
Activities and Functions "

While the recommendations made in this report are based
upon a review of a single individual's travel records and not
a comprehensive review such as that discussed in the
following paragraph, we nevertheless feel that the facts
justify the recommendations made as they will be fully
supported by the findings of the subsequent audit report. Of
necessity, some of the recommendations set forth here may be
repeated in the subsequent audit report based upon the

additional findings.

A detailed program audit of the Agency travel advance
accounts 1is currently being conducted by the 0OIG which will
include a broader scope and more audit objectives and
detailed audit procedures. Several travel advance accounts
will be reviewed for accuracy as a part of that audit.



IV. AUDIT FINDINGS SYNOPSIS

Based on an analysis of this one travel advance account,
it appears that the NLRB needs to strengthen the internal
controls over the maintenance of the travel advance accounts
and the travel cards. Weaknesses were identified in the area
of periodic reviews of travel advance accounts for proper
accountability and the issuance of travel advances in excess

of the required dollar limit. Also, the audit revealed that
periodic management reviews of the overall process for record

KkKeeping and the accountability of travel advance accounts are
not always performed.

Several problems have occurred because of weak controls
and inadequate supervisory reviews. Some of the problems
that were disclosed consist of the omission of a travel
advance transaction from an employee's travel card and the
duplication of a travel advance entry on the travel cards.

With respect to the specific allegations received, we
found a $225 travel advance that had been taken in 1986 and
subsequently omitted from the employee's travel records.
This audit did not disclose any additional omissions of
travel advances from the travel records.

We will recommend that the $225 be added to the
employee's travel advance balance. The corrected travel
balance of $1,221.95 should then be collected by the NLRB.

We will further recommend that employees' travel cards
be modified to provide a column for the entry of the initials
of the person in the Travel Unit who created the entry. This
will assist supervisors, managers and the OIG in establishing
an audit trail.



V. FINDINGS AND RECOMMENDATIONS

A. Internal Controls Need to be Strengthened for
Maintaining an Employvee's Travel Advance Account

The NLRB Administrative Policies and Procedures Manual,
title 12, section 6044.3 states: "...Washington, DC employees
may obtain cash travel advances from the imprest fund cashier
for amounts not to exceed $200, except in emergency situa-
tions, where advances may be issued up to $300 subject to
approval by an appropriate authorizing official...."

A review of the subject employee's travel advance
account disclosed that an advance was issued in excess of the
amount permitted by the Agency policy stated above. An
advance was issued in the amount of $600 during FY 1984. The
Travel Advance Form (SF-1038) authorizing the issuance of the
advance did not have any additional supporting documentation
approving the excess amount over the required dollar limit
for a travel advance.

On February 12, 1986, a memorandum was issued to the
Headquarters cashiers from the principal cashier through the
Chief of the Fiscal Operations of the Finance Section
authorizing travel advances to be disbursed at a maximum
amount of $500. However, the $600 travel advance referred to
above was issued to the employee prior to the effective date
of the memorandum, and would have been excessive by $100
anvhow.

Also, before the review process of the employee's travel
records commenced, the employee's travel cards had to be
obtained from the Travel Office. During the process of
obtaining the travel cards for audit, it appears that the
employee's FY 1990 travel card was altered. When obtaining
the travel cards from the Travel Office, all of the FY 1988
and FY 1989 travel cards were taken from the files and later
replaced with xerox copies. The FY 1990 travel card was not
taken from the file.

However, the information on the FY 1990 travel card was
recorded on an audit workpaper. During the audit process, it
was necessary to analyze the employee's FY 1990 travel card
for a second time. The apparent destruction of the original
FY 1990 travel card and its replacement with an altered FY
1990 travel card was discovered when it was requested for
review a second time. The new travel card had an entry on it
for a September FY 1989 travel advance of S$300 which had not



appeared on the original card. In addition, the entries on
the newly-created card were in a different order from the
previous card. After further review of the FY 1989 and FY
1990 travel cards, it was concluded that the 8300 travel
advance which was added to the newly-created FY 1990 travel
card resulted in duplicate entries on the travel cards.

It appears that the Finance Section has not been

following the regulation set forth in the Agency
Administrative Policies and Procedures Manual, Title 12,

Section 6048 which states: "...Finance will make periodic
audits of the advance account....”" Failure to perform
periodic audits of the advance accounts may have been a
contributing factor in the duplication of a travel advance
entry on the travel cards.

1. Recommendation 1 of 8

It is recommended that the Agency Administrative
Policies and Procedures Manual, Title 12, Section 6048 be
revised to include supervisory reviews of the periodic audits
of travel advance accounts that are to be performed by the
Finance Section.

Management Response

We will take steps to ensure that the Finance Section
makes periodic audits of the advance account and that the
supervisors review the audit methods and results in
accordance with the Administrative Policies and Procedures
Manual. Supervisors will be held accountable for performing
these reviews through the performance appraisal system.

2. Recommendation 2 of 8

A tickler system should be developed which will schedule
the audits of travel advance accounts performed by the
Finance Section as well as scheduling the supervisory reviews
that are conducted.

Management Regponse

The Financial Management Branch will implement internal
procedures and work plans to ensure compliance with Section
6048 of the Manual. When these are implemented you will be
advised.



3. Recommendation 3 of 8

Periodic higher level managerial reviews should be
conducted to make certain the supervisory reviews are
completed.

Management Response

The Finance Section Chief will develop periodic reports
to higher level management regarding travel advances,
including information on audit methods and results

4, Recommendation 4 of 8

The travel cards should be modified to provide a column
for the initials of the person creating the entry to
facilitate the establishment of an audit trail.

Management Response

The Travel Card, Form-NLRB 4235, is an internal,
unofficial record used primarily as an administrative finding
aide. We do not believe that modification of the form to
include a column for initials is either necessary or useful,
especially in view of the fact that when the new accounting
system is fully operational, the Travel Cards will no longer
be required. However, for the duration of the time that the
Cards are still in use and to accommodate your concerns about
establishing an audit trail, we will initiate a procedure
where the transactions entered on the Cards will be initialed
without changing the format of the Cards.

B. Travel Advance Not Recorded on an
Employvee's Travel Card

A review of all available travel records for the subject
employee beginning with FY 1984 through FY 1990 revealed that
a travel advance balance of $§1,221.95 remains outstanding as
of the date of this report. This amount includes an
unrecorded travel advance of $225.00 which was issued to the
employee from the Imprest Fund, under subvoucher number
00128, on November 5, 1986. Travel order number 87-ADM-Al
was used as the authorization number to obtain the travel
advance to travel during the period from November 6, 1986
through November 9, 1986. The review of the available travel
records revealed that the $§225.00 travel advance issued on
November 5, 1986 was not recorded on any of the employee's
travel cards.



The employee's travel voucher that covers the travel
period appears to have had a beginning outstanding travel
advance balance of $731.53 in block 8a of the form. This
balance indicates that an amount of $225.00 had to be added
to the FY 1986 ending outstanding travel advance balance to
equal that amount. However, the $731.53 balance was crossed
out on the travel voucher and replaced with the FY 1986
ending outstanding travel advance balance of $506.53 (see
Appendix A). The cross-out and insertion were not initialled
so it is uncertain who altered the travel voucher. However,
the $225.00 travel advance was in fact disclosed by the Ab85
Travel Advance Report for the period ending September 30,
1988. The travel advance was also included as part of the
employee's beginning outstanding travel advance balance for
FY 1987.

Also, expenses of $212.25 which were incurred during the
travel period were applied against the outstanding balance of
$506.53 which reduced the balance to $294.28. That amount
appears on the travel voucher as the ending outstanding
travel advance balance, and it also equals the ending balance
recorded on the FY 1986 travel card for that travel period.
In addition, it appears that the ending outstanding travel
advance balance for the travel voucher which reported the
$212.25 in travel expenses was originally $519.28. However,
that amount was crossed out on the travel voucher and
replaced with $294.28. That cross-out and insertion were
likewise not initialled.

A reconciliation of all available travel documents to
the A585 Travel Advance Reports disclosed that all travel
transactions reported on the employee's travel cards from the
beginning of FY 1984 through FY 1990, with the exception of
the $225.00 travel advance, were properly recorded in the
employee's travel records and in the accounting ledgers. The
final result of the reconciliation concluded that the
employee has an outstanding travel advance balance of
$1,221.95, an amount not reflected on the travel card but
reflected in the Ab85.

The specific allegation that precipitated this audit was
found to be partially correct. As explained above, a travel
advance of $225 was obtained for travel, and was subsequently
removed from the employee's travel records without incurring
expenses for official travel or by repaying the advance. The
allegation that this process was repeated was not substanti-
ated. However, it could have occurred in the early 1980's
(prior to available records) or all records and documentation
could have been systematically altered and/or destroyed. We



do not believe additional audit effort is justified since all
available records have been examined.

The NLRB Administrative Policies and Procedures Manual,
Title 12, Section 6048 states: "...Funds are advanced
strictly for the official purposes indicated in the
application and are subject to recall at any time that the
travel performed does not justify the retention of the funds.
Finance will make periodic audits of the advance account and
may demand repayment in whole or in part whenever the travel
performed does not justify the amount of advance outstanding.
If no travel has been performed, the entire balance is
subject to recall...." Based upon the travel records of the
employee, travel has not been performed since September 17,
1989, and the next most recent travel prior to that period
occurred on July 24, 1989. The employee, whose travel
records were reviewed as a result of allegations received by
the 0OIG, was placed on administrative leave on May 4, 1990.
This action was the result of a joint investigation being
conducted by the O0IG and the Civil and Criminal Divisions of
the Justice Department. Since the employee's travel records
indicated that travel has not been performed from
September 17, 1989 through May 4, 1990, the outstanding
travel advance balance of $1,221.95 is subject to recall.

1. Recommendation 5 of 8

It is recommended that the Agency should collect
$1,221.95 from the employee whose travel records indicate an
outstanding travel advance balance in the amount stated above
from September 17, 1989 through the date of this report.

Management Response

This has been accomplished.

2. Recommendation 6 of 8

Information that is being changed on any of the travel
source documents (e.g. travel cards and travel vouchers)
maintained by the Agency should contain the initials of the
person who has made the change to the document.

Management Response

We agree with and will implement the above
recommendation.

_.10_



3. Recommendation 7 of 8

Periodic managerial and supervisory reviews should be
conducted of employee outstanding travel advances and the
provisions of NLRB Administrative Policies and Procedures
Manual, Title 12, Section 6048 should be applied when
appropriate.

Management Response

We agree with and will implement the above
recommendation.

4. Recommendation 8 of 8

Periodic managerial and supervisory reviews should be
conducted of travel source documents to make certain that any
changes to those documents have been initialled.

Management Response

We intend to conduct planned and systematic audits which
will detect, inter alia, whether changes to travel source
documents have been initialed. Moreover, we are considering
other alternatives to deal specifically with the overall
issue of procedural compliance and quality assurance within
the Finance Section.

._.11_
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UNITED STATES GOVERNMENT

*/altional Labor Relations Board
; Memorandum

TO

FROM

SUBJECT

Bernard Levine DATE: June 12, 1991
Inspector General

Jerry M. Hunter
General Counsel

Formal Comments on Draft Audit Report Entitled
"Review of Alleged Improprieties of an Employee’s
Travel Account" OIG-AMR-5

Operating officials have carefully reviewed this draft
audit report. We agree with your findings that NLRB needs to
strengthen the internal controls over the maintenance of
travel advance accounts. Steps will be taken to develop and
implement more effective controls in the near future. Our
comments on specific recommendations follow.

Recommendation 1 of 8:

It is recommended that the Agency Administrative
Policies and Procedures Manual, Title 12, Section
6048 be revised to include supervisory reviews of
the periodic audits of travel advance accounts that
are to be performed by the Finance Section.

e ges

We will take steps to ensure that the Finance Section
makes periodic audits of the advance account and that the
supervisors review the audit methods and results in
accordance with the Administrative Policies and Procedures
Manual. Supervisors will be held accountable for performing

‘these reviews through the performance appraisal system.

Recommendation 2 of 8:

A tickler system should be developed which will
schedule the audits of travel advance accounts
performed by the Finance Section as well as
scheduling the supervisory reviews that are
conducted.

- 12 -
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Response:

The Financial Management Branch will implement internal
procedures and work plans to ensure compliance with Section
6048 of the Manual. When these are implemented you will be
advised.

Recommendation 3 of 8:

Periodic higher level managerial reviews should be
conducted to make certain the supervisory reviews
are completed.

Response:

The Finance Section Chief will develop periodic reports
to higher level management regarding travel advances,
including information on audit methods and results.

Recommendation 4 of 8:

The travel cards should be modified to provide a
column for the initials of the person creating the
entry to facilitate the establishment of an audit
trail.

esponse:

The Travel Card, Form-NLRB 4235, is an internal,
unofficial record used primarily as an administrative finding
aide. We do not believe that modification of the form to
include a column for initials is either necessary or useful,
especially in view of the fact that when the new accounting
system is fully operational, the Travel Cards will no longer
be required. However, for the duration of the time that the
Cards are still in use and to accommodate your concerns about
establishing an audit trail, we will initiate a procedure
where the transactions entered on the Cards will be initialed
without changing the format of the Cards.

Recommendation 5 of 8:

It is recommended that the Agency should collect
$1,221.95 from the employee whose travel records
indicate an outstanding travel advance balance in
the amount stated above from September 17, 1989
through the date of this report.

- 13 -
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Besponse:

This has been accomplished.

Recommendations 6 and 7 of 8:

Information that is being changed on any of the
travel source documents (e.g. travel cards and
travel vouchers) maintained by the Agency should
contain the initials of the person who has made the
change to the document.

Periodic managerial and supervisory reviews should
be conducted of employee outstanding travel
advances and the provisions of NLRB Administrative
Policies and Procedures Manual, Title 12, Section
6048 should be applied when appropriate.

Response:

We agree with and will implement the  above

recommendations.
[

Lo

-
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R comﬁégdat;gn 8 of 8:
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<  Pperiodic managerial and supervisory reviews should
2 be conducted of travel source documents to make
= :certaln that any changes to those documents have
o bgen initialled.

Res se:

We intend to conduct planned and systematic audits
which will detect, inter alia, whether <changes to
travel source documents have been initialed. Moreover, we
are considering other alternatives to deal specifically with
the overall issue of procedural compliance and quality
assurance within the Finance Section.

v w\&(dﬁ

Je Hunter
General Counsel

- 14 -



R S ]

oMy Lo

YOUULEIL T iU,

THAVEL VOUCHER BUREL.  LiVISION OR OF FICE N TEMPORARY DUTY N -
MEMOTANDUM NLRB @) 5 :‘) 2 7/
(V0 s fie nvacy Act Div. Of Administration PEAMANENT CRANGE [4. SCHED EN;). o)
Sta.cmmer . the bacs) il - - OF STATION Q el
L et {Last, fiest, migde intial) b. SOCIAL SECURITY NO. |6. PERIOD OF TRAVEL
—_ . FROM b. TO
= 11-6-86 11-9-86
e, WaILiNG ZOORESS (include 21P Codel 9. OFFICE TELEPHONE NO. [7. TRAVEL AUTHORIZATION
z| 1717 Pennsylvania Avenue, NW s, NUMBER(S] |b. DATE(S)
41 washington, DC 254-9200
w 87-ADM-Al  [10-1-86
é e, PRESENT DUTY STATION I, RESINENCE (City and State)
L .
Washington, DC Chevy Chase, MD 10. CHECK NO.
‘.
8. TRAVEL ADVANCE SCG . 9, CASHPAYMENT RECEIPT 11. PAID BY
8. Outstanding —7-—3-1——-'{‘53":.. DATE RECEIVED b. AMOUNT RECEIVED
b. Amount to be applied 212 ;25 s
L
c. Amount gue Governmaent .., |c PATYEE'S SIGNATURE
(Attached: [ check [ Casnl Q':,A./ !QX
D. Baance outstanding "5&9 128
12. GOVERNMENT | hecety asst h ; . i ies i i i i e Traveler's Initials
g to the United Stares any night 1may have against any parties in connection with reimhursable
;23522??1@;'0” transportation charges described below, putchased under cash payment procedures (FPMR 101-7) >
TRAP\SPOR’TATION
TICKETS, IF PU . ISSUING] MODE, POINTS OF TRAVEL
CHASED WITH CASH AGENT'S CAR- CLASS OF
{List by number below| VALUATION | RIER | SERVICE DATE g
and attach passenger OF TICKET . AND ACCOM- ISSUED FAGM T0
coupon, il cash is uvsed {Initials] LAaQDATIONS
show claim on reverse {a) (b} (ci () {le) ()
side.)
269.00 - |EA Coach 10-31-86 Washington, DC Kansas City,
W Air
+ \,6«‘2 ) and Return
' URPOSE: To make larrangements for and attend swearing-inf ceremony for Memben Mary M. Cracraft
13. 1 ceruly that this voucher is true and cOrrect 10 the bast af mu Lanwiladro andheliel, and that payment or credit has not been 1
recewed by Y lodging incurred during the period covered by {
this vouch ; : : i
TRAVELER, i o AMOUNT 1
SIGN HERE PE . |°2% FEB 1987 ciameo® |s 212 | 25
NOTE: Falsification of an item in an expense account works a forleiture of claim (28 U.S.C. 2514) and may result in a fine of not more
than $10,000 or imprisanment for not more than 5 years or beth (18 U.S.C. 287; id. 1001).
14. Thus voucher is approved. Long distance telephone calls, il any, a-e certified as 17. FOR FINANCE OFFICE USE ONL Y i
necessary in the interest of the Govecnment, (INOTE: If long d:stance telephone calls COMPUTATION !
are includzd, the approving official must have been authorized in writing by the S {
head of the department or agency 10 5o cgrtdy 131 U.S.C, il a. DIFFER. {
ENCES, f
/ _ IF ANY = ¥
APPROVING éD /4 DATE (Explain )
OFFICIAL [l
¢ amount) '
SIGN HERE _ 2500 ¢) ; !
5. LAST PRECEDING VOUCHER PAID UNDER SAMEZ{RAVEL AUTHORIZATION o, TOTAL VERIFIED CORRECT FOR I
3. VOUCHER NO. b. 0.0.sYMBOL /7 c. MONTH & CHARGE TO APPR?Z" Z ‘4 n ! -
YEAR . ﬁ
. i Certifier’s initialk—~ J § j./L-f -'QD
"B, THIS VOUCHER IS CERTIFIED CORRECT AND PROPER FOR PAYMENT <. ;}:PLIED TO TRA\‘/,EIL ADVANLE™ 7| _
\UTHORIZED ppropriation sym ol) s 2 /';( a_)
SERTIFYING DATE f=20
JFFICIAL =
fen HERe P a. NET TO TRAVELER P | S ——6&——-
ACCOUNTING CLASSIFICATION
tmen men STANDARD FORM 1012-A (REV. 10-77)
Prescribed by GSA. FFMR 121 CFEfRy 10027
- 15 - Appendix A



PUEELI0% | [ PPV T

reLiER (Undisted rieed

I XREE Y

Complete this

PAGE
. inf
oLmztDULE Col. fc) 1! the voucher includes Com- Col. (d] | Show amount incurred for cach meal, including tax and tips, and daily total :’; ,:;T,“;l;on —_——
OF per diem allowances for plete thru (g} | meal cost, continuation OF
members of employee’s only fh) Show expenses, such as: laundry, cleanmng and. pressing of clothes, tips to bellboys, sheet. PACGH
EXPENSES immediate family, show for noriers, etc. (other than for meals). TRAVEL AUTHORIZATION NO
members’ names, ages sctual {i} Compicte lor per diem and actual expense travel, '
AND ; o . {j] Show total subsistence expense incurred for actual expense travel,
AMOUNTS and '”“'9“‘“"? to em- expense fm) Show ner diem amount, timited to maximum rate, or il travel on actual expense, show
ployee and marital status travel the lesser of the amount from cof, (j) or maximum rate. )
CLAIMED of children {unless infor- fn) Show expenses, such as: 1axi/limousine lares, air fare {if purchased with cash), local or {TRAVELER’S LAST NAME
mation is shown on the long distance telephone calls for Government business, car rental, relocation other than
oo, subsistence, etc.
travel authorization,) ;
DATE TIME DESCRIPTION ITEMIZED SUBSISTENCE EXPENSES ;";\LTEE{\GE AMOUNT CLAIMED
19_8(1_ {Hour (Deparrure/arrival city, per diem MCALS M'SEE L TOTAL - ¢
and computation, or other explanations LANLOUS M AG s T - THE
am/fpm]}| of exnens’e} P BREAK- sSuUBSIS- LODGING [SUBSISTENCE| NO.OF ILEAGE [SUBSISTENCE oTHER
A FAST |LUNCH [DINNER| TOTAL | TENCE EXPENSE MILES
{a) (b) fe) {d) {e) tl} (g) th) li) () fke} ) {m) (n)
| | | | | T T T T T~
11/6 Taxi from Residence to | I { 1 { ! ! | ! e |
i i ; ! = % % 1 e
Airport ! I ! | | ! | | I 12 !s
. L N 1 $ 1 1 ] b
LV: National Airport ‘ } . . ' ' . '
7:50A ] 10100 {16 100 | 26 |00 i 60 BS54} 86 |35 | 72 150 |
1 1 I 1 ! L
9:19A |AR: Kansas City, MO ; | ; | | | i ; : i |
11/7 TDY Kansas Cit 6 T26(9 '00 18 50 |33 | i | % { ! !
s Y ! : PO |33 |90 3 ;90| 60 B5| 98 |15 ! 85 100 |
11/8 TDY Kansas City 5100(9 100 114 lgo ! : 114 !oo | 12 : 50| ll
- t } 1 i T t — t 1
Parking for Rental | l l | [ I | | | 15 bo
Car ! N 1 X N | ! ! ! |
1 { T i 1 ¥ I T T
! | l | | | [ ! I [
: t } — | ; { — | + -
Telephone - Business I | ! l | I | | I 2 20
: : z = = : : i -+ : : —
laxi from airport to i l ] I | | I | ] |
. 12 St
residence : . : R — ! ' ! 1 ]
t 1 1 ] 1 1 T 1 1 1
' | | 1 | | ! | | l I
l 1 1 | 1 : s 1 l |
v T T T r T T T T T
! ! { ll : t ! ! ! !
1 | { { 1 ] 1
ti - : ; SUBTOTALS - } { o
It additional space is required. continue on another SF 1012-A B8ACK. leaving the front blank. TOTALS » | 170 DO 42 o
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