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1.  I am pleased to inform you that the Secretary has approved Department-wide participation in a Travel Savings Award Program effective October 1, 2001.  This program rewards travelers who, through their own initiative, save the Department travel funds by using frequent traveler miles or obtaining reduced cost lodging while on official travel.  The Travel Division 241G’s web site and the Hotline web site contain a link to the fact sheet which further explains the program and provides instructions for processing the awards.





2.  The new Travel Savings Award Program (pilot) has proven to be a method for the Department to conserve travel funds.  To further ensure appropriate use of our travel funds, authorizing officials must be cognizant of travel plans and should consider the need for the travel, the possible use of travel substitutes (mail, conference call, videoconferencing, etc.), and the most cost-effective routing and means of accomplishing travel.  The Federal Travel Regulations and the Department travel policy require that all travel authorities and vouchers specify the purpose of the travel involved.  In order to assist authorizing officials, travelers must detail the purpose by designating one of the nine general purpose categories of travel with a further definition of exact purpose (e.g., Purpose of Travel: Site Visit – to conduct special audit).  Travelers must also detail on the travel authority any justifications for non-use of contract carriers, requests for actual expense for lodging, or any other unusual travel request.  Travelers must include this information on all travel authorities whether or not they are manual or automated.  A copy of all VBA awards approved under this program must be sent via E-mail to VAVBAWAS/CO241G at the time of processing.





3.  I appreciate your assistance in expending our travel funds in the most cost-effective manner possible.  Any questions may be referred to Bonnie Britten, Chief, VBA Travel Division, on 202-273-5378.











						              /s/


						  Guy H. McMichael III


						  Acting Under Secretary for Benefits





