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References:  

Acceptance of Travel Funds from a Non-Federal Source - http://www.usda-ethics.net/science/forms/AD-1101-SEB_fillable.pdf
Federal Travel Regulation Chapter 304 – Payment from Non-Fed Source http://www.gsa.gov/portal/ext/public/site/FTR/file/FTR304TOC.html/category/21871/#wp338475

SPONSOR ADDED TO GOVTRIP:

Location Action:

1. Traveler provides the Program Support Assistant (PSA) or designee the trip information including:
a. Sponsor’s letter which lists their name, address, and specific support offered.
2. PSA or designee completes a Sponsor Add Request form
3. PSA or designee submits to Travel Specialist (TS) or Federal Agency Travel Administrator (FATA) for input into GovTrip

Business Service Center Action:

1. TS or FATA looks up Sponsor in GovTrip to see if it is listed
2. TS or FATA adds Sponsor’s profile if needed
3. TS or FATA notifies PSA or designee that the Sponsor has been added

TRAVEL AUTHORIZATION CREATED:

Location Action:

1. PSA or designee creates documents:
a.  AD-1101 Page 1 & 2
b. Acceptance Letter for Area Director (AD) signature
c. GovTrip Authorization and chooses:
i. Trip Type:  SL – Sponsored Limited 
ii. Sponsor’s Name from drop down.
2. PSA or designee submits the entire travel package to the TS or FATA

Business Service Center Action:

1. TS or FATA receives and proof reads the package
2. TS or FATA dates the acceptance letter and submits package to the AD for approval
3. Once approved, the TS or FATA processes the travel package (copies, faxes, approves GovTrip)
4. TS or FATA enters the trip on the bi-annual Ethics Report
5. TS or FATA returns the authorization to location

FTIS RECORD CREATED FOR FOREIGN SPONSORED TRAVEL:

Location Action:

1. PSA or designee creates Foreign Travel Information System (FTIS) record with contributed cost and contributing organization
a. PSA or designee receives location approval and releases the FTIS record

Business Service Center Action:

1. TS or FATA approves the FTIS record when the AD approves the package

