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DESIGNATION OF VBA TRAVEL COORDINATOR





1.	 Purpose.  This circular designates the Director, Office of Resource Management (24) as the Travel Coordinator for the Veterans Benefits Administration (VBA), effective immediately.





2.	 Responsibilities.  The responsibilities of this function consist of but are not limited to the following:





For 


Central Office�
For 


Regional Offices�
Responsibility�
�



�
�
Reviews all permanent change of station travel authorizations and vouchers pending signature of and on behalf of the Under Secretary for Veterans Benefits.  Documents should be routed to the Travel Policy Division (241G). Authorizations and vouchers will be reviewed for completeness and propriety before being forwarded for signature.  Irregularities, such as questionable receipts or missing signatures, will be noted and the documents returned to the originating office for resolution.  Justifications must be provided for any travel other than that authorized, such as additional miles or per diem, actual expense, non-use of contract carrier, etc., for consideration in the approval process.


�
�



�
�
Reviews all requests for revisions and/or extensions to original travel authorities, such as temporary quarters, storage of household goods, and delimiting dates of real estate expenses.


�
�



�
�
Arranges for third party relocation services.�
�



�
�
Arranges for shipment and storage of household goods.


�
�



�



�
Functions as the coordinator for the Citibank Visa travel charge card program.  This includes acquisition of cards, as well as their cancellation, and responsibility for monitoring travel card use reports and investigating traveler misuse of the card and automated teller machines.


�
�



�



�
Provides assistance and information on preparation of travel documents.


�
�



�



�
Disseminates and interprets information on travel policy regulations.


�
�



�



�
Provides temporary duty travel and permanent change of station training to travelers and those who prepare travel documents.


�
�



�



�
Administers foreign travel in VBA as provided in Circular 20-01-3.�
�



3.  All travel arrangements remain the responsibility of the traveler.  Travelers are required to use the facility’s contract travel agency.  Travelers are also required to be familiar with VBA, VA, and GSA Travel regulation requirements.


		


4.	 Questions.  You should direct questions to the VBA Travel Policy Division,


VAVBAWAS/CO241G.





5.  Rescission.  Memorandum 20-92-3, dated June 3, 1992














Joseph Thompson 


Under Secretary for Benefits
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