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VA Acquisition Academy (001AL-AA)

FY 2010 Acquisition Training Courses

Section 1:  Preparing Travel Authorization:

	1-a.  Funding and Reimbursement:
	Travel funding and reimbursement guidelines are detailed in this document.  Questions may be directed to Terri.Young@va.gov.

	1-b.  Travel Reimbursement Policy
	· Contracting Courses

VHA/OAL:  All travel is reimbursed for 1102s

Others:  All travel is reimbursed for 1102s for FY 10.  Beginning in FY 11, VAAA will no longer reimburse for travel.

· Contracting Officer’s Technical Representative (COTR)

VAAA does not reimburse travel expenses for COTR training.

	1-c.  Maximum amount authorized per traveler:
	· 5-day courses = $2,000.00 (Mon. thru Fri., 1 travel week) 

· 10-day courses = $3,000.00 (Mon. thru Fri., 2 consecutive travel weeks with weekend per diem) 

	1-d.  Per Diem Rate:
	Lodging and M&IE rates are per Federal Travel regulations.

75% of the M&IE is authorized on travel days.

	1-e.  Official Travel Days (Lodging):
	All courses meet Monday through Friday, 8:00 am – 5:00 pm.  The official travel days are Sunday before the first day of class, and Friday, the last day of class.  10-day courses meet Monday through Friday, and have a weekend stay-over between training weeks.

	1-f.  Alternative Travel Days:
	If traveling on the last course day, Friday evening, is difficult, the employee may stay in the hotel at the government rate on Friday night and travel on the Saturday after the training ends with their supervisor’s approval.  Friday night guest rooms should be blocked at the same time the student books their reservation.  

	1-g.  Air Transportation:
	Contact your local facility's GSA-contracted Travel Management Center for ticketing fares.  Airfare should be purchased using your organization’s normal travel system and policies.  

	1-h.  Driving Transportation:
	Students who choose to drive their own vehicles, in lieu of air travel, can be reimbursed only mileage (not to exceed the contract carrier airfare and car rental costs) and per diem for the time allowed for air travel.  Reimbursement is limited to the lesser cost of the two (driving vs. air travel).  Due to the nature of our location, in and around miles will be required to travel for meals and incidental needs.

	1-i.  Rental Vehicles:
	Vehicle rental is an authorized expense for this training event.  If two or more students from the same facility are attending training at the same time, it is recommended that these students carpool.

	1-j.  Travel Authorization, Preparation and Approval:
	Students may request approval of additional funds if the total travel expenses exceed the maximum authorized travel amount but must do so at least two weeks before travel occurs.  All approval requests should be e-mailed to vaaaregistrar@va.gov.  All requests require the course name, training dates and location, student's name, and an itemized cost breakdown of all estimated expenses with justification for additional costs.


Section 2:  Filing Travel Reimbursement:

	2- Travel Voucher/Claim/Expense Report:
	Travel documents for employees are prepared using the employee's normal travel procedures.
The travel voucher/claim/expense report must be submitted within five (5) days of travel completion, so your local facility may receive timely reimbursement.  Your facility will authorize, certify and audit the voucher in accordance with the Federal Travel Regulations (FTR), Chapter 301.
All travel expenses incurred by field station employees for this training event are approved and paid for against your local facility's appropriated budget.  Use of your facility's Supply Fund, 36X4537 is NOT authorized.  Rental vehicles are authorized for reimbursement by VA Central Office Supply Fund.  After training attendance is completed, your local facility may seek reimbursement of the approved and certified travel expenses using the procedures described in the section "VA Field Station Reimbursement Procedures."


Section 3:  Requesting Facility Reimbursement from Acquisition Training & Career Development (049P1B):

	3-a. Travel Reimbursement Request:
	WITHIN TWO WEEKS AFTER THE TRAVEL VOUCHER/EXPENSE REPORT IS COMPLETED, CERTIFIED AND PAID, the traveler's local facility will submit a facility reimbursement request, along with the required support travel documents and information, to Dan Felten, Chief Fiscal, Denver Acquisition & Logistics Center.  Incomplete requests with missing documents or information will delay the facility's expenditure transfer reimbursement.  Within 30 days after receipt of the facility's request, complete with the subject travel documents and the cost transfer information, an expenditure transfer will be complete to reimburse the requesting facility.

Please redact all references to privacy information, e.g., social security number, home address and telephone number before submitting required documents.

	3-b.  Required support documents and information for VA Field Facility Reimbursement:
	1.  Certified and paid travel voucher, SF 1012, or equivalent (i.e., approved "E-Travel Expense Report")

2.  Page 2 of Travel Voucher, "Schedule of Expenses and Amounts Claimed," or equivalent daily expenses document (i.e., "E-Travel Expense Report Daily Summary")

3.  Approved Travel Authority, or equivalent (i.e., approved E-Travel "Travel Plan")

4.  Cost Transfer Information Table.  All data elements must be completed in the following table:


Student's Name:


Training Course Name:


Travel Dates:


Training Location (city/state):  Frederick, MD


Travel Order #:


FCP:


Station #:


BFYS:


Fund:


Cost Center:


ACC:


BOC:


Amount ($)*:

*Please note: "Amount ($)" is the exact dollar amount for the eligible reimbursable travel expenses and transportation costs incurred by the employee and paid by the facility.  This figure is not rounded up or down.

	3-c.  Submitting Complete Facility Reimbursement Requests:
	Within 2 weeks after the travel voucher is certified and paid, field stations should submit the completed reimbursement request.  The request may be submitted by e-mail, fax, or overnight mail (i.e., Federal Express).

Please redact all references to privacy information, e.g., social security number, home address and telephone number before submitting required documents.

	· E-mail Instructions
	E-mail complete reimbursement requests with all support documents/information to Terri.Young@va.gov.  In the subject line, specify "Facility Travel Reimbursement”, the station # and the traveler's name.

Please redact all references to privacy information, e.g., social security number, home address and telephone number before submitting required documents.

	· Fax Instructions:
	Fax complete reimbursement requests 24 pages or less to Terri Young at (202) 495-6988.  Include a cover sheet with the subject "Facility Travel Reimbursement”, the station # and the traveler's name.

Please redact all references to privacy information, e.g., social security number, home address and telephone number before submitting required documents.


	· Standard Mail
	Mail complete reimbursement requests 25 pages or more to:

Department of Veterans Affairs

Attn:  Terri Young, Fiscal
Veterans Affairs Acquisition Academy
7485 New Horizon Way
Frederick, MD  21703
Telephone: (202) 461-0691
Please redact all references to privacy information, e.g., social security number, home address and telephone number before submitting required documents.
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