


































































































9/22/2017 DEPARTMENT OF THE INTERIOR Mail - Re: Question re: SCOTT ANGELLE VCH: TV0000LARC (TANUM0000SL1Y)

https://mail.google.com/mail/u/0/?ui=2&ik=fd31538b33&jsver=kceat7M83KI.en.&view=pt&search=sent&th=15eaab3b385efb07&siml=15eaab3b385efb07 1/1

Edwards, T aina (Nathalie) <taina.edwards@bsee.gov>

Re: Question re: SCOTT ANGELLE VCH: TV0000LARC (T ANUM0000SL1Y)  
1 message

Edwards, T aina (Nathalie) <taina.edwards@bsee.gov> Fri, Sep 22, 2017 at 1:47 PM
To: "Barre, Michael" <michael.barre@bsee.gov>

Great - thank you.

T. Nathalie Edwards 
Bureau of Safety and
  Environmental Enforcement 
Finance Division/
  Travel &  Charge Card Support
Mail Stop: VAE-FD  
(703)787-1247 - phone
(703)787-1246 - fax

On Fri, Sep 22, 2017 at 1:44 PM, Barre, Michael <michael.barre@bsee.gov> wrote: 
No, he paid no registration fee.
 
On Fri, Sep 22, 2017 at 1:20 PM, Edwards, Taina (Nathalie) <taina.edwards@bsee.gov> wrote: 

Did he have to pay any type of registration fee for this Symposium? 
 
Asking because I see it was noted that he did not partake in the Luncheon that had a keynote speaker but if there
was a registration fee and any sort of lunch was provided, it would still need to be deducted even if he did not attend.
 
Please clarify.
 
Thank you, 
 
T. Nathalie Edwards 
Bureau of Safety and
  Environmental Enforcement 
Finance Division/
  Travel &  Charge Card Support
Mail Stop: VAE-FD  
(703)787-1247 - phone
(703)787-1246 - fax

 
 
 
--  
Michael Barre
Office of the Director
Bureau of Safety and Environmental Enforcement
U.S. Department of the Interior
1849 C Street, N.W.
Washington, DC  20240
Phone: 202-208-3500



















































































































8/8/2017 DEPARTMENT OF THE INTERIOR Mail - Re: Voucher TV0000KGRU

https://mail.google.com/mail/u/0/?ui=2&ik=fd31538b33&jsver=92IeTe34hY8.en.&view=pt&search=inbox&th=15dad998ef768c14&siml=15dad998ef768… 1/2

Edwards, Taina (Nathalie) <taina.edwards@bsee.gov>

Re: Voucher TV0000KGRU 
1 message

Barre, Michael <michael.barre@bsee.gov> Fri, Aug 4, 2017 at 10:15 AM
To: "Taina (Nathalie) Edwards" <taina.edwards@bsee.gov>

Yes, he departed on the 9th, after initially planning to leave on Friday the 7th

On Fri, Aug 4, 2017 at 9:50 AM, Taina (Nathalie) Edwards <taina.edwards@bsee.gov> wrote: 
Regarding the above voucher, did the Director end up departing from D.C. Sunday, 7/9 after all? As documentation
originally stated he would be departing on 7/7 for personal.
 
Just wanted to confirm before signing off for Finance.
 
Thank you,
Nathalie 
 
Sent from my iPhone
 
On Jul 27, 2017, at 3:21 PM, Whitford, Angela <angela.whitford@bsee.gov> wrote: 
 

 See me - Scott wants to know about routing lists (who can approve). 
See me. 
 
Angela Whitford
Chief, Financial Systems Branch
703-787-1509

 Please consider the environment before printing this e-mail 
 
On Thu, Jul 27, 2017 at 12:18 PM, Edwards, Taina (Nathalie) <taina.edwards@bsee.gov> wrote: 

Can you please confirm this with Scott Mabry?
 
Currently, only Margaret, Thomas Lillie and Doug Morris are listed as alternates in routing list
EEAA0000...which is the routing list that Scott Angelle has been assigned.
 
When I asked if Mabry should be added, the response wasn't very definitive.
 
Please advise.
 
Thank you,
Nathalie
 
---------- Forwarded message ---------- 
From: Barre, Michael <michael.barre@bsee.gov> 
Date: Thu, Jul 27, 2017 at 9:37 AM 
Subject: Re: Voucher TV0000KGRU 
To: "Edwards, Taina (Nathalie)" <taina.edwards@bsee.gov> 
Cc: "Lillie, Thomas" <Thomas.Lillie@bsee.gov> 
 
 
I think so, thanks.
 
On Thu, Jul 27, 2017 at 9:24 AM, Edwards, Taina (Nathalie) <taina.edwards@bsee.gov> wrote: 

If you are referring to Scott Mabry, he is not listed as an alternate approver in routing list EEAA0000
which is what Scott Angelle has been assigned in ConcurGov. 



8/8/2017 DEPARTMENT OF THE INTERIOR Mail - Re: Voucher TV0000KGRU

https://mail.google.com/mail/u/0/?ui=2&ik=fd31538b33&jsver=92IeTe34hY8.en.&view=pt&search=inbox&th=15dad998ef768c14&siml=15dad998ef768… 2/2

 
Only Margaret Schneider, Thomas Lillie and Doug Morris are listed as approvers.
 
Should Mabry be added?
 
Thank you,
 
On Thu, Jul 27, 2017 at 8:30 AM, Barre, Michael <michael.barre@bsee.gov> wrote: 

New Orleans, Houston Travel 7/9/2017
 
This was T-Entered but not approved yet.  Scott got a message that it is awaiting approval, but
was unable to access the voucher. 
 
--  
Michael Barre
Office of the Director
Bureau of Safety and Environmental Enforcement
U.S. Department of the Interior
1849 C Street, N.W.
Washington, DC  20240
Phone: 202-208-3500

 
 
 
 
--  
Michael Barre
Office of the Director
Bureau of Safety and Environmental Enforcement
U.S. Department of the Interior
1849 C Street, N.W.
Washington, DC  20240
Phone: 202-208-3500
 

 

--  
Michael Barre
Office of the Director
Bureau of Safety and Environmental Enforcement
U.S. Department of the Interior
1849 C Street, N.W.
Washington, DC  20240
Phone: 202-208-3500

















































































































































































































10/2/2017 DEPARTMENT OF THE INTERIOR Mail - Fwd: Travel Offshore

https://mail.google.com/mail/u/0/?ui=2&ik=55884b9b93&jsver=EaIL6uzdl9M.en.&view=pt&search=inbox&th=15eddad88beec11d&siml=15eddad88bee… 1/2

Barre, Michael <michael.barre@bsee.gov>

Fwd: Travel Offshore  
1 message

Powers, Jane <jane.powers@bsee.gov> Mon, Oct 2, 2017 at 11:20 AM
To: "Lillie, Thomas" <thomas.lillie@bsee.gov>, Michael Barre <michael.barre@bsee.gov>

This email is all I have on Preston Beard's trip in August.  He only needed a supervisor approval.

Jane Powers 
Petroleum Engineer 
BSEE, GOM Region 
District Operations Support 
504.736.2558 (work) 
504.982.6253 (cell) 
504.736.2426 (fax)

---------- Forwarded message ---------- 
From: Lillie, Thomas  <thomas.lillie@bsee.gov> 
Date: Tue, Aug 22, 2017 at 11:39 AM 
Subject: Re: Travel Offshore 
To: "Powers, Jane" <jane.powers@bsee.gov> 

ok.  My e-mail can serve as approval from this office.  He is already on official travel with a valid TA.  Please print a copy
of my e-mail to give him for his records.  Tom

Tom Lillie
Chief of Staff
Bureau of Safety and Environmental Enforcement
(202) 208-6286
thomas.lillie@bsee.gov

On Tue, Aug 22, 2017 at 12:21 PM, Powers, Jane <jane.powers@bsee.gov> wrote: 
No - his supervisor only needs to approve trip.  THis is usually done through a TA, but since he's already down here, I
told him an email from his supervisor would suffice.
 
Per Tim Murphy from SOL when I asked about if political appointees needed SOL approval:
Depends on their grade...if SES, then yes.  If 15 or below, then no.  Political appointees come in all (well, mostly all)
levels). 
 
Note:  the paperwork for the SOL would've come from us and it needs to be submitted a week ahead of time.
 
Jane Powers 
Petroleum Engineer 
BSEE, GOM Region 
District Operations Support 
504.736.2558 (work) 
504.982.6253 (cell) 
504.736.2426 (fax)
 
On Tue, Aug 22, 2017 at 11:11 AM, Lillie, Thomas <thomas.lillie@bsee.gov> wrote: 

He has the approval of this office.  SOL will need to review the request because he is a political appointee.  I have
not submitted anything to SOL.  Tom
 
Tom Lillie
Chief of Staff
Bureau of Safety and Environmental Enforcement
(202) 208-6286
thomas.lillie@bsee.gov



10/2/2017 DEPARTMENT OF THE INTERIOR Mail - Fwd: Travel Offshore
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On Tue, Aug 22, 2017 at 11:40 AM, Powers, Jane <jane.powers@bsee.gov> wrote: 

Tom - are you sending as the "approval" that I told him he needed?
 
Jane Powers 
Petroleum Engineer 
BSEE, GOM Region 
District Operations Support 
504.736.2558 (work) 
504.982.6253 (cell) 
504.736.2426 (fax)
 
On Tue, Aug 22, 2017 at 10:25 AM, Lillie, Thomas <thomas.lillie@bsee.gov> wrote: 

Jane:  If an open seat is available on an offshore flight this week, please arrange for Preston Beard to
accompany BSEE inspectors offshore to observe inspection procedures and learn about offshore operations. 
First hand experience of this type will provide greater insight and understanding for his future work with the
Bureau.  It will also allow him to better support the office of the Director.  The trip should be arranged only if
space is available and it does not conflict with the mission.  Please coordinate with any offices needed to
approve the request.  Thank you for your assistance.  Regards, Tom
  
Tom Lillie
Chief of Staff
Bureau of Safety and Environmental Enforcement
(202) 208-6286
thomas.lillie@bsee.gov

 
 

 





























UNITED STATES 1. No. 
DEPARTMENT OF THE INTERIOR TRAVEL AUTHORIZATION 2.FORM NO. DI-1020 
FORM APPROVED BY COMP. GEN. U.S. (DATE) 

NOVEMBER 8, 1949 
3. 

(BUREAU OR OFFICE) 

4. NAME 5. OFFICIAL STATION 

6. TITLE 7. ACCOUNTING OFFICE 
You are authorized to travel as indicated below and to incur necessary expenses in accordance with applicable laws and 

regulations. 

PLACES OF TRAVEL


8. 
9. 

10. 

FROM: 
TO: 

PURPOSE AND REMARKS: 

11. PER DIEM ALLOWANCE: 

12. PERIOD OF TRAVEL: Beginning on or about Ending on or about 

MODE OF TRAVEL

13. 
16. 

Common carrier 14. Extra fare 15. Government-owned conveyance 
Privately owned at a mileage rate of cents, subject to: 

(a) Administratively determined to be the advantage of the Government

(b) A showing of advantage to the Government

(c) Not to exceed cost by common carrier, including consideration of Per Diem allowance


MISCELLANEOUS

Transportation immediate family17. 

Other (specify)18. 

Shipment household goods and personal effects19. 

ESTIMATED COST 

20. $ 
21. 
22. 
23. $ 
24. 

25. 
(FISCAL OFFICER'S SIGNATURE) 

26. 
(REQUESTER'S SIGNATURE) 

27. 
(TITLE) 

28. 
(AUTHORIZING OFFICER'S SIGNATURE) 

29. 
(TITLE) 

Transportation 
Per Diem 
Other 

TOTAL 
CHARGED TO: 

3/27/2017

Bureau of Land Management 

Kathleen Benedetto Washington, DC

Acting Deputy Director

Washington, DC
Williamsburg, VA

To attend the 2017 Interstate Mining Compact Commission (IMCC) Annual Meeting. Traveler will be paying for all 
travel expenses and reimbursed upon completion of travel.

Lodging $91.00 
 
M&IE $51.00

April 2, 2017 April 3, 2017

✘
✘
✘

✘
Parking, rental car, gas, tolls, lodging and lodging taxes

Rental car 175.00

Lodging/taxes 168.00

Gas and tolls 50.00

393.00

Acting Deputy Director

Acting Director



(REVERSE OF TRAVEL AUTHORIZATION FORM)

ROLES AND RESPONSIBILITIES OF ALL EMPLOYEES
WITH REGARD  TO TRAVEL

As the nation's principal steward for natural resources, the Department relies heavily on travel to fulfill many of its mandated missions.
The following articulates the respective roles and responsibilities of employees and supervisors in the travel process.

General Guidelines
•  DOI's policy is to make travel as convenient and painless to

employees as well as "economically neutral."  "Economically
neutral" means that employees traveling on official business
are not expected to use their own personal funds to finance
official travel.

•  The Department has arranged to have each employee, who
is expected to travel, to receive an individual Government-
sponsored travel charge card, which is an important element
of the Department's travel program.

•  Travelers are expected to exercise the same care in
incurring expenses while on official government travel that a
prudent person would exercise if traveling on personal
business.

What Travelers Can Expect
•  To receive an individual Government-sponsored travel

charge card.

•  To receive an advance of funds for travel in an amount
which covers only the expected meals and incidental
expenses and other out of pocket expenses charged to a
charge card associated with a trip.  The advance will be
provided primarily through the use of ATM.

•  To have the services of a Travel Management Center (TMC)
available to them, for making the necessary travel
arrangements and providing ticketing services.

•  To promptly receive and be paid any travel reimbursement
approved by your supervisor and owed to you.

•  To receive prompt professional advice and guidance on
matters relating to travel policy or regulations.

What is Expected of Travelers
•  To perform official travel, as directed by your supervisor.

•  To use your individual Government-sponsored travel charge
card for all chargeable expenses associated with official
travel.

•  To abide by Federal, Departmental and bureau policies and
procedures governing official travel.

•  To limit your ATM travel advance amount to estimated
meals and incidental expenses that cannot be charged to
your travel card, as authorized by Departmental policy and
Government travel regulations.

•  To use the services of the Department's recommended or
contracted Travel Management Center(s) for all travel
related services.

•  To submit your travel voucher for approval within five days
after completion of travel.

•  To promptly pay the travel charge card contractor for
amounts charged on your individual Government-sponsored
travel charge card.

•  To use a Government official telephone for all authorized
telephone calls while on official travel and, if unavailable, to
use a Government issued telephone charge card for
authorized telephone calls.

What is Expected of Supervisors
•  To ensure that employees who are expected to travel

receive an individual Government-sponsored travel charge
card prior to commencing official travel.

•  To authorize and approve travel in support of the
organization's mission.

•  To ensure directed travel is carried out as efficiently and
effectively as possible.

•  To approve and review travel vouchers promptly upon
receipt.

•  To ensure approved travel was necessary to achieve
program objectives, charges appear reasonable and travel
actually took place.

•  To initiate disciplinary action against employees whose
travel advance or  individual Government-sponsored travel
charge card's are delinquent or misused through no fault of
the Department and/or bureau/office.

•  As "Accountable Owners" (individuals respons ble for
carrying out Departmental policies relating to travel),  DOI
supervisors are expected, when necessary, to obtain
assistance/advice relating to the authorizations and
approvals of travel expenses to ensure adherence to travel
policies and regulations.

•  To ensure that upon the employee's departure from the
Department and/or bureau/office, the LOTA and
Government-sponsored travel charge card are canceled.



 

 

 

 

Memorandum 

Date: April 10, 2017  

 

To:  Megan Bloomgren 
                        Acting Deputy Chief of Staff  
                      
From:  Yolando Mack-Thompson  
  Executive Assistant to Kathleen Benedetto 
   
Re:  Actual Expenses  
 
Due to traveler not having a government credit card and new to the agency the traveler got a 
rental car and added insurance without realizing she did not need to purchase it.  Traveler is 
requesting a one-time $30.00 payment for the expense. 
 
 
� Expense of insurance is approved 
 
� Expense of insurance is denied 
 
� Other: ______________________________________________ 
 
      
    _____________________________  _______________ 
    Megan Bloomgren                           Date 
    Acting Deputy Chief of Staff 



7. TRAVEL AUTHORIZATION 

TRAVEL VOUCHER 
(Read the Privacy Act 

Statement on the 
back)

1.   DEPARTMENT OR ESTABLISHMENT, 
      BUREAU, DIVISION, OR OFFICE

2. TYPE OF TRAVEL

TEMPORARY DUTY

PERMANENT CHANGE 
OF STATION

3. VOUCHER NO.

4. SCHEDULE NO.

a. NAME (Last, first, middle initial)

c. MAILING ADDRESS (Include ZIP Code)

e. PRESENT DUTY STATION

b. SOCIAL SECURITY NUMBER

d. OFFICE TELEPHONE NO.

6. PERIOD OF TRAVEL

a. FROM b. TO

f. RESIDENCE (city and State)

a. NUMBER(S) b. DATE(S)

10. CHECK NO.

8. TRAVEL ADVANCE 9. CASH PAYMENT RECEIPT 11. PAID BY

a. Outstanding

b. Amount to be applied

c. Amount due Government

(Attached: Check Cash)

d. Balance outstanding

c. PAYEE'S SIGNATURE

12. GOVERNMENT 
      TRANSPORTATION 
      REQUEST, OR 
      TRANSPORTATION 
      TICKETS, IF PUR- 
      CHASED WITH CASH 
      (List by number below 
      and attached passenger 
      coupon; if cash is used 
      show claim on reverse 
      side.)

I hereby assign to the United States any right I may have against any parties in connection wi h reimbursable 
transportation charges described below, purchased under cash payment procedures (FPMR 101-7).

AGENT'S 
VALUATION 
OF TICKET 

  
(a)

ISSUING 
CARRIER 
(Initials) 

  
(b)

MODE, 
CLASS OF 
SERVICE 

AND ACCOM- 
MODATIONS 

(c)

DATE  
ISSUED 

  
  

(d)

POINTS OF TRAVEL

FROM 
(e)

TO 
(f)

a. DATE RECEIVED b. AMOUNT RECEIVED

$

13. I certify that this voucher is true and correct to the best of my knowledge and belief, and that payment or credit has not 
      been received by me. When applicable, per diem claimed is based and the average cost of lodging incurred during the period 
     covered by this voucher.

TRAVELER  
SIGN HERE

DATE AMOUNT 
CLAIMED $

NOTE;   Falsification of an item in an expense account works a forfeiture of claim (27 U.S.C. 2514) and may result in a fine 
              of not more than $10,000 or imprisonment for not more than 5 years or both (18 U.S.C. 287; i.d. 1001).

14. This voucher is approved. Long distance telephone calls, if any, are certified as necessary 
      in the interest of the Government. (NOTE: If long distance telephone calls are included, 
      the approving official must have been authorized in writing by the head of the 
      department or agency to so certify. (31 U.S.C. 680a).

APPROVING  
OFFICIAL  
SIGN HERE

DATE

17. FOR FINANCE OFFICE USE ONLY 
COMPUTATION

a. DIFFER- 
   ENCES, 
   F ANY 
   (Explain 
   and show 
   amount)

$

15. LAST PRECEDING VOUCHER PAID UNDER SAME TRAVEL AUTHORIZATION

a. VOUCHER NO. b. D.O. SYMBOL c. MONTH & 
    YEAR

16. THIS VOUCHER IS CERTIFIED CORRECT AND PROPER FOR PAYMENT

AUTHORIZED
CERTIFYING 
OFFICIAL  
SIGN HERE

DATE

18. ACCOUNT CLASIFICATION

b. TOTAL VERIF ED CORRECT FOR 
    CHARGE TO APPROPRIATION

c. APPLIED TO TRAVEL ADVANCE 
   (Appropriation symbol):

Certifier's Initials: $

d. NET TO TRAVELER

$

$

NSN 7540-00-634-4180 STANDARD FORM 1012 (REV. 10-77) 
Prescribed by GSA, FPMR (41 CFR) 101-7

Traveler's Initials

5
. 

T
R

A
V

E
L

E
R

 (
P

A
Y

E
E

)

Bureau of Land Management

Benedetto, Kathleen 04/02/2017 04/04/2017

1840 C Street NW, Washington, DC 20240

Washington, DC

To attend the 

completion of 
Annual meeting.

2017

travel.
Traveler will 

Interstate
be paying

Compact Commission
expenses and will be

(IMCC)
reimbursed upon 

DS20000000/DL2000000.00000/DR.20000.15BLMTRV

KBenedetto4/2/17

202-208-3801

Mining
for all travel

604.38

604.38



DESCRIPTION 
(Departure/arrival city, per diem 

computation, or other 
explanations 
of expense ) 

SCHEDULE  
OF 
EXPENSES 
AND 
AMOUNTS 
CLAIMED

SUBTOTALS 
 

TOTAL 
AMOUNT 
CLAIMED 

DATE TIME ITEMIZED SUBSISTENCE EXPENSES AMOUNT CLAIMED

Col. (c) If the voucher includes 
per diem allowances for 
members of employee's 
immediate family, show 
member's names, ages 
and relationship to em- 
ployee and marital 
status of children 
(unless information is 
shown on the travel 
authorization.) 

Com- 
plete 
only  
for 
actual 
expense 
travel 

TRAVELER'S LAST NAME

TRAVEL  AUTHORIZATION  
NO.

Show  amount incurred for each meal, including tax and tips, and 
daily total meal cost.

MEALS

Show expenses, such as:  laundry, cleaning and pressing clothes, tips 
to bellboys, porters, etc. (other than for meals). 
Complete for per diem and actual expense travel.  
Show total subsistence expense incurred for actual expense travel.  
Show per diem amount, limited to maximum rate, or if travel on actual 
expense, show the lesser of the amount from col. (j) or maximum rate.  
Show expenses, such as:  taxi/limousine fares, air fare (if purchased 
with cash), local or long distance telephone calls for Government 
business, car rental, relocation other than subsistence, etc.

(a)

 If additional space is required, continue on another SF 1012-A BACK, leaving the front blank.

(c)

  INSTRUCTIONS TO TRAVELER  (Unlisted items are self-explanation) Complete this 
information 
if this is a 
continuation 
sheet

Enter grand total of columns (l), (m) and  
(n), below and in item 13 on the front of 
this form.

PAGE

of

  
TOTAL  

(g) 

(Hour 
and 

am/pm) 
 

(b)

BREAK-  
FAST  

(d) 

TOTAL 
SUBSISTENCE 

EXPENSE  
  

(j) 

NO. OF  
  MILES  

( k) 

  
  

MILEAGE  
  

(l) 

  
  

OTHER  
  

(n) 

MISCEL-  
LANEOUS  
SUBSIS-  
TENCE 

(h) 

MILEAGE  
RATE: 

  
LODGING  

  
  

(i) 

  
  

SUBSISTENCE  
  

(m) 

In compliance with the Privacy Act of 1974, the following information is provided: Solicitation of the information on this 
form is authorized by 5 U.S.C. Chap. 57 as  implemented  by  the  Federal  Travel  Regulations (FPMR 101-7), E.O. 
11609  of July 22, 1971,  E.O. 110012  of March 27, 1962,  E.O. 9397  of November 22, 1943, and  26  U.S.C. 6011(b) 
and  6109.  The  primary  purpose of  the  requested  information  is to  determine payment or reimbursement to eligible 
individuals for allowable travel and/or relocation expenses incurred under  appropriate administrative  authorization and 
to record and  maintain costs of such reimbursements  to the  Government.  The information  will  be used  by  officers 
and  employees  who  have a  need for information in  the performance of their official duties.  The information may  be 
disclosed   to  appropriate   Federal,  State, local,  or  foreign  agencies  when  relevant   to  civil,  criminal  or  regulatory

investigations or prosecutions, or  when pursuant to a  requirement by this agency in connection  with  the hiring or  firing  of 
an employee, the issuance of a security clearance, or investigations of the per- formance of official duty while in 
Government service. Your Social Security Account  Number  (SSN) is  solicited  under  the authority  of  the  Internal 
Revenue Code (26 U.S.C. 6011 (b)  and  6109)  and  E.O.  9397, November  22, 1943, for use as a taxpayer and/or 
employee identification number; disclosure  is  MANDATORY  on  vouchers  claiming  travel  and/or  relocation   allowance 
expense reimbursement which is,  or  may  be,  taxable income.  Disclosure of  your SSN and other requested information is 
voluntary in all other instances;  however, failure to provide the  information  (other than SSN)  required  to support the claim 
may result in delay or loss of reimbursement.

  
DINNER  

(f) 

  
LUNCH  

(e) 

STANDARD FORM 1012 BACK (10-77)

(h) 

(i)        
(j)        
(m) 
           
(n) 

Col.   (d) 
         (g) }

TOTALS 

2

2

KBenedetto4/2/17

Benedetto

4/2

604.38
604.38

40.0040.00

M&IE 48.0048.00

Rental car gas

64.0064.00

Rental car Insurance 30.0030.00

M&IE

91.00

12.01Lodging Tax 12.01

91.00Lodging

91.00

12.01Lodging Tax 12.01

91.00Lodging

48.0048.00

Rental car

From Washington, DC to 
Denver, CO M&IE

168.36 168.36

604.38

04/02

04/03

04/04





(REVERSE OF TRAVEL AUTHORIZATION FORM)

ROLES AND RESPONSIBILITIES OF ALL EMPLOYEES
WITH REGARD  TO TRAVEL

As the nation's principal steward for natural resources, the Department relies heavily on travel to fulfill many of its mandated missions.
The following articulates the respective roles and responsibilities of employees and supervisors in the travel process.

General Guidelines
•  DOI's policy is to make travel as convenient and painless to

employees as well as "economically neutral."  "Economically
neutral" means that employees traveling on official business
are not expected to use their own personal funds to finance
official travel.

•  The Department has arranged to have each employee, who
is expected to travel, to receive an individual Government-
sponsored travel charge card, which is an important element
of the Department's travel program.

•  Travelers are expected to exercise the same care in
incurring expenses while on official government travel that a
prudent person would exercise if traveling on personal
business.

What Travelers Can Expect
•  To receive an individual Government-sponsored travel

charge card.

•  To receive an advance of funds for travel in an amount
which covers only the expected meals and incidental
expenses and other out of pocket expenses charged to a
charge card associated with a trip.  The advance will be
provided primarily through the use of ATM.

•  To have the services of a Travel Management Center (TMC)
available to them, for making the necessary travel
arrangements and providing ticketing services.

•  To promptly receive and be paid any travel reimbursement
approved by your supervisor and owed to you.

•  To receive prompt professional advice and guidance on
matters relating to travel policy or regulations.

What is Expected of Travelers
•  To perform official travel, as directed by your supervisor.

•  To use your individual Government-sponsored travel charge
card for all chargeable expenses associated with official
travel.

•  To abide by Federal, Departmental and bureau policies and
procedures governing official travel.

•  To limit your ATM travel advance amount to estimated
meals and incidental expenses that cannot be charged to
your travel card, as authorized by Departmental policy and
Government travel regulations.

•  To use the services of the Department's recommended or
contracted Travel Management Center(s) for all travel
related services.

•  To submit your travel voucher for approval within five days
after completion of travel.

•  To promptly pay the travel charge card contractor for
amounts charged on your individual Government-sponsored
travel charge card.

•  To use a Government official telephone for all authorized
telephone calls while on official travel and, if unavailable, to
use a Government issued telephone charge card for
authorized telephone calls.

What is Expected of Supervisors
•  To ensure that employees who are expected to travel

receive an individual Government-sponsored travel charge
card prior to commencing official travel.

•  To authorize and approve travel in support of the
organization's mission.

•  To ensure directed travel is carried out as efficiently and
effectively as possible.

•  To approve and review travel vouchers promptly upon
receipt.

•  To ensure approved travel was necessary to achieve
program objectives, charges appear reasonable and travel
actually took place.

•  To initiate disciplinary action against employees whose
travel advance or  individual Government-sponsored travel
charge card's are delinquent or misused through no fault of
the Department and/or bureau/office.

•  As "Accountable Owners" (individuals respons ble for
carrying out Departmental policies relating to travel),  DOI
supervisors are expected, when necessary, to obtain
assistance/advice relating to the authorizations and
approvals of travel expenses to ensure adherence to travel
policies and regulations.

•  To ensure that upon the employee's departure from the
Department and/or bureau/office, the LOTA and
Government-sponsored travel charge card are canceled.











7. TRAVEL AUTHORIZATION 

TRAVEL VOUCHER 
(Read the Privacy Act 

Statement on the 
back)

1.   DEPARTMENT OR ESTABLISHMENT, 
      BUREAU, DIVISION, OR OFFICE

2. TYPE OF TRAVEL

TEMPORARY DUTY

PERMANENT CHANGE 
OF STATION

3. VOUCHER NO.

4. SCHEDULE NO.

a. NAME (Last, first, middle initial)

c. MAILING ADDRESS (Include ZIP Code)

e. PRESENT DUTY STATION

b. SOCIAL SECURITY NUMBER

d. OFFICE TELEPHONE NO.

6. PERIOD OF TRAVEL

a. FROM b. TO

f. RESIDENCE (city and State)

a. NUMBER(S) b. DATE(S)

10. CHECK NO.

8. TRAVEL ADVANCE 9. CASH PAYMENT RECEIPT 11. PAID BY

a. Outstanding

b. Amount to be applied

c. Amount due Government

(Attached: Check Cash)

d. Balance outstanding

c. PAYEE'S SIGNATURE

12. GOVERNMENT 
      TRANSPORTATION 
      REQUEST, OR 
      TRANSPORTATION 
      TICKETS, IF PUR- 
      CHASED WITH CASH 
      (List by number below 
      and attached passenger 
      coupon; if cash is used 
      show claim on reverse 
      side.)

I hereby assign to the United States any right I may have against any parties in connection wi h reimbursable 
transportation charges described below, purchased under cash payment procedures (FPMR 101-7).

AGENT'S 
VALUATION 
OF TICKET 

  
(a)

ISSUING 
CARRIER 
(Initials) 

  
(b)

MODE, 
CLASS OF 
SERVICE 

AND ACCOM- 
MODATIONS 

(c)

DATE  
ISSUED 

  
  

(d)

POINTS OF TRAVEL

FROM 
(e)

TO 
(f)

a. DATE RECEIVED b. AMOUNT RECEIVED

$

13. I certify that this voucher is true and correct to the best of my knowledge and belief, and that payment or credit has not 
      been received by me. When applicable, per diem claimed is based and the average cost of lodging incurred during the period 
     covered by this voucher.

TRAVELER  
SIGN HERE

DATE AMOUNT 
CLAIMED $

NOTE;   Falsification of an item in an expense account works a forfeiture of claim (27 U.S.C. 2514) and may result in a fine 
              of not more than $10,000 or imprisonment for not more than 5 years or both (18 U.S.C. 287; i.d. 1001).

14. This voucher is approved. Long distance telephone calls, if any, are certified as necessary 
      in the interest of the Government. (NOTE: If long distance telephone calls are included, 
      the approving official must have been authorized in writing by the head of the 
      department or agency to so certify. (31 U.S.C. 680a).

APPROVING  
OFFICIAL  
SIGN HERE

DATE

17. FOR FINANCE OFFICE USE ONLY 
COMPUTATION

a. DIFFER- 
   ENCES, 
   F ANY 
   (Explain 
   and show 
   amount)

$

15. LAST PRECEDING VOUCHER PAID UNDER SAME TRAVEL AUTHORIZATION

a. VOUCHER NO. b. D.O. SYMBOL c. MONTH & 
    YEAR

16. THIS VOUCHER IS CERTIFIED CORRECT AND PROPER FOR PAYMENT

AUTHORIZED
CERTIFYING 
OFFICIAL  
SIGN HERE

DATE

18. ACCOUNT CLASIFICATION

b. TOTAL VERIF ED CORRECT FOR 
    CHARGE TO APPROPRIATION

c. APPLIED TO TRAVEL ADVANCE 
   (Appropriation symbol):

Certifier's Initials: $

d. NET TO TRAVELER

$

$

NSN 7540-00-634-4180 STANDARD FORM 1012 (REV. 10-77) 
Prescribed by GSA, FPMR (41 CFR) 101-7

Traveler's Initials

5
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Bureau of Land Management

Benedetto, Kathleen 08/20/2017 08/23/2017

1840 C Street NW, Washington, DC 20240

Washington, DC

 

 

$796.40 Unite Coach
and Return
Washington, DC Denver, CO

178D0102DR/DS10100000/DL2000000.00000/DR.10100.17BLMTRV

KBenedetto8/19/17

202-208-3801

07/19/2017

713.63

713.63



DESCRIPTION 
(Departure/arrival city, per diem 

computation, or other 
explanations 
of expense ) 

SCHEDULE  
OF 
EXPENSES 
AND 
AMOUNTS 
CLAIMED

SUBTOTALS 
 

TOTAL 
AMOUNT 
CLAIMED 

DATE TIME ITEMIZED SUBSISTENCE EXPENSES AMOUNT CLAIMED

Col. (c) If the voucher includes 
per diem allowances for 
members of employee's 
immediate family, show 
member's names, ages 
and relationship to em- 
ployee and marital 
status of children 
(unless information is 
shown on the travel 
authorization.) 

Com- 
plete 
only  
for 
actual 
expense 
travel 

TRAVELER'S LAST NAME

TRAVEL  AUTHORIZATION  
NO.

Show  amount incurred for each meal, including tax and tips, and 
daily total meal cost.

MEALS

Show expenses, such as:  laundry, cleaning and pressing clothes, tips 
to bellboys, porters, etc. (other than for meals). 
Complete for per diem and actual expense travel.  
Show total subsistence expense incurred for actual expense travel.  
Show per diem amount, limited to maximum rate, or if travel on actual 
expense, show the lesser of the amount from col. (j) or maximum rate.  
Show expenses, such as:  taxi/limousine fares, air fare (if purchased 
with cash), local or long distance telephone calls for Government 
business, car rental, relocation other than subsistence, etc.

(a)

 If additional space is required, continue on another SF 1012-A BACK, leaving the front blank.

(c)

  INSTRUCTIONS TO TRAVELER  (Unlisted items are self-explanation) Complete this 
information 
if this is a 
continuation 
sheet

Enter grand total of columns (l), (m) and  
(n), below and in item 13 on the front of 
this form.

PAGE

of

  
TOTAL  

(g) 

(Hour 
and 

am/pm) 
 

(b)

BREAK-  
FAST  

(d) 

TOTAL 
SUBSISTENCE 

EXPENSE  
  

(j) 

NO. OF  
  MILES  

( k) 

  
  

MILEAGE  
  

(l) 

  
  

OTHER  
  

(n) 

MISCEL-  
LANEOUS  
SUBSIS-  
TENCE 

(h) 

MILEAGE  
RATE: 

  
LODGING  

  
  

(i) 

  
  

SUBSISTENCE  
  

(m) 

In compliance with the Privacy Act of 1974, the following information is provided: Solicitation of the information on this 
form is authorized by 5 U.S.C. Chap. 57 as  implemented  by  the  Federal  Travel  Regulations (FPMR 101-7), E.O. 
11609  of July 22, 1971,  E.O. 110012  of March 27, 1962,  E.O. 9397  of November 22, 1943, and  26  U.S.C. 6011(b) 
and  6109.  The  primary  purpose of  the  requested  information  is to  determine payment or reimbursement to eligible 
individuals for allowable travel and/or relocation expenses incurred under  appropriate administrative  authorization and 
to record and  maintain costs of such reimbursements  to the  Government.  The information  will  be used  by  officers 
and  employees  who  have a  need for information in  the performance of their official duties.  The information may  be 
disclosed   to  appropriate   Federal,  State, local,  or  foreign  agencies  when  relevant   to  civil,  criminal  or  regulatory

investigations or prosecutions, or  when pursuant to a  requirement by this agency in connection  with  the hiring or  firing  of 
an employee, the issuance of a security clearance, or investigations of the per- formance of official duty while in 
Government service. Your Social Security Account  Number  (SSN) is  solicited  under  the authority  of  the  Internal 
Revenue Code (26 U.S.C. 6011 (b)  and  6109)  and  E.O.  9397, November  22, 1943, for use as a taxpayer and/or 
employee identification number; disclosure  is  MANDATORY  on  vouchers  claiming  travel  and/or  relocation   allowance 
expense reimbursement which is,  or  may  be,  taxable income.  Disclosure of  your SSN and other requested information is 
voluntary in all other instances;  however, failure to provide the  information  (other than SSN)  required  to support the claim 
may result in delay or loss of reimbursement.

  
DINNER  

(f) 

  
LUNCH  

(e) 

STANDARD FORM 1012 BACK (10-77)

(h) 

(i)        
(j)        
(m) 
           
(n) 

Col.   (d) 
         (g) }

TOTALS 

2

2

KBenedetto7/19/17

Benedetto

7/23

581.02 132.61
581.02 132.61

51.7551.75

Taxi 92.9292.92

M&IE

69.0069.00

Taxi 18.1918.19

M&IE

178.00

26.26Lodging Tax 26.26

178.00Lodging

21.50

26.26

21.50

Lodging Tax 26.26

Taxi

51.75

178.00

51.75

Lodging

From Washington, DC to 
Denver, CO M&IE

178.00

713.63

07/23

07/24

07/25





(REVERSE OF TRAVEL AUTHORIZATION FORM)

ROLES AND RESPONSIBILITIES OF ALL EMPLOYEES
WITH REGARD  TO TRAVEL

As the nation's principal steward for natural resources, the Department relies heavily on travel to fulfill many of its mandated missions.
The following articulates the respective roles and responsibilities of employees and supervisors in the travel process.

General Guidelines
•  DOI's policy is to make travel as convenient and painless to

employees as well as "economically neutral."  "Economically
neutral" means that employees traveling on official business
are not expected to use their own personal funds to finance
official travel.

•  The Department has arranged to have each employee, who
is expected to travel, to receive an individual Government-
sponsored travel charge card, which is an important element
of the Department's travel program.

•  Travelers are expected to exercise the same care in
incurring expenses while on official government travel that a
prudent person would exercise if traveling on personal
business.

What Travelers Can Expect
•  To receive an individual Government-sponsored travel

charge card.

•  To receive an advance of funds for travel in an amount
which covers only the expected meals and incidental
expenses and other out of pocket expenses charged to a
charge card associated with a trip.  The advance will be
provided primarily through the use of ATM.

•  To have the services of a Travel Management Center (TMC)
available to them, for making the necessary travel
arrangements and providing ticketing services.

•  To promptly receive and be paid any travel reimbursement
approved by your supervisor and owed to you.

•  To receive prompt professional advice and guidance on
matters relating to travel policy or regulations.

What is Expected of Travelers
•  To perform official travel, as directed by your supervisor.

•  To use your individual Government-sponsored travel charge
card for all chargeable expenses associated with official
travel.

•  To abide by Federal, Departmental and bureau policies and
procedures governing official travel.

•  To limit your ATM travel advance amount to estimated
meals and incidental expenses that cannot be charged to
your travel card, as authorized by Departmental policy and
Government travel regulations.

•  To use the services of the Department's recommended or
contracted Travel Management Center(s) for all travel
related services.

•  To submit your travel voucher for approval within five days
after completion of travel.

•  To promptly pay the travel charge card contractor for
amounts charged on your individual Government-sponsored
travel charge card.

•  To use a Government official telephone for all authorized
telephone calls while on official travel and, if unavailable, to
use a Government issued telephone charge card for
authorized telephone calls.

What is Expected of Supervisors
•  To ensure that employees who are expected to travel

receive an individual Government-sponsored travel charge
card prior to commencing official travel.

•  To authorize and approve travel in support of the
organization's mission.

•  To ensure directed travel is carried out as efficiently and
effectively as possible.

•  To approve and review travel vouchers promptly upon
receipt.

•  To ensure approved travel was necessary to achieve
program objectives, charges appear reasonable and travel
actually took place.

•  To initiate disciplinary action against employees whose
travel advance or  individual Government-sponsored travel
charge card's are delinquent or misused through no fault of
the Department and/or bureau/office.

•  As "Accountable Owners" (individuals respons ble for
carrying out Departmental policies relating to travel),  DOI
supervisors are expected, when necessary, to obtain
assistance/advice relating to the authorizations and
approvals of travel expenses to ensure adherence to travel
policies and regulations.

•  To ensure that upon the employee's departure from the
Department and/or bureau/office, the LOTA and
Government-sponsored travel charge card are canceled.

























7. TRAVEL AUTHORIZATION 

TRAVEL VOUCHER 
(Read the Privacy Act 

Statement on the 
back)

1.   DEPARTMENT OR ESTABLISHMENT, 
      BUREAU, DIVISION, OR OFFICE

2. TYPE OF TRAVEL

TEMPORARY DUTY

PERMANENT CHANGE 
OF STATION

3. VOUCHER NO.

4. SCHEDULE NO.

a. NAME (Last, first, middle initial)

c. MAILING ADDRESS (Include ZIP Code)

e. PRESENT DUTY STATION

b. SOCIAL SECURITY NUMBER

d. OFFICE TELEPHONE NO.

6. PERIOD OF TRAVEL

a. FROM b. TO

f. RESIDENCE (city and State)

a. NUMBER(S) b. DATE(S)

10. CHECK NO.

8. TRAVEL ADVANCE 9. CASH PAYMENT RECEIPT 11. PAID BY

a. Outstanding

b. Amount to be applied

c. Amount due Government

(Attached: Check Cash)

d. Balance outstanding

c. PAYEE'S SIGNATURE

12. GOVERNMENT 
      TRANSPORTATION 
      REQUEST, OR 
      TRANSPORTATION 
      TICKETS, IF PUR- 
      CHASED WITH CASH 
      (List by number below 
      and attached passenger 
      coupon; if cash is used 
      show claim on reverse 
      side.)

I hereby assign to the United States any right I may have against any parties in connection wi h reimbursable 
transportation charges described below, purchased under cash payment procedures (FPMR 101-7).

AGENT'S 
VALUATION 
OF TICKET 

  
(a)

ISSUING 
CARRIER 
(Initials) 

  
(b)

MODE, 
CLASS OF 
SERVICE 

AND ACCOM- 
MODATIONS 

(c)

DATE  
ISSUED 

  
  

(d)

POINTS OF TRAVEL

FROM 
(e)

TO 
(f)

a. DATE RECEIVED b. AMOUNT RECEIVED

$

13. I certify that this voucher is true and correct to the best of my knowledge and belief, and that payment or credit has not 
      been received by me. When applicable, per diem claimed is based and the average cost of lodging incurred during the period 
     covered by this voucher.

TRAVELER  
SIGN HERE

DATE AMOUNT 
CLAIMED $

NOTE;   Falsification of an item in an expense account works a forfeiture of claim (27 U.S.C. 2514) and may result in a fine 
              of not more than $10,000 or imprisonment for not more than 5 years or both (18 U.S.C. 287; i.d. 1001).

14. This voucher is approved. Long distance telephone calls, if any, are certified as necessary 
      in the interest of the Government. (NOTE: If long distance telephone calls are included, 
      the approving official must have been authorized in writing by the head of the 
      department or agency to so certify. (31 U.S.C. 680a).

APPROVING  
OFFICIAL  
SIGN HERE

DATE

17. FOR FINANCE OFFICE USE ONLY 
COMPUTATION

a. DIFFER- 
   ENCES, 
   F ANY 
   (Explain 
   and show 
   amount)

$

15. LAST PRECEDING VOUCHER PAID UNDER SAME TRAVEL AUTHORIZATION

a. VOUCHER NO. b. D.O. SYMBOL c. MONTH & 
    YEAR

16. THIS VOUCHER IS CERTIFIED CORRECT AND PROPER FOR PAYMENT

AUTHORIZED
CERTIFYING 
OFFICIAL  
SIGN HERE

DATE

18. ACCOUNT CLASIFICATION

b. TOTAL VERIF ED CORRECT FOR 
    CHARGE TO APPROPRIATION

c. APPLIED TO TRAVEL ADVANCE 
   (Appropriation symbol):

Certifier's Initials: $

d. NET TO TRAVELER

$

$

NSN 7540-00-634-4180 STANDARD FORM 1012 (REV. 10-77) 
Prescribed by GSA, FPMR (41 CFR) 101-7

Traveler's Initials

5
. 
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Bureau of Land Management

Benedetto, Kathleen 07/23/2017 07/25/2017

1840 C Street NW, Washington, DC 20240

Washington, DC

 

 

$796.40 Unite Coach
and Return
Washington, DC Denver, CO

178D0102DR/DS10100000/DL2000000.00000/DR.10100.17BLMTRV

KBenedetto7/19/17

202-208-3801

07/19/2017

713.63

713.63



DESCRIPTION 
(Departure/arrival city, per diem 

computation, or other 
explanations 
of expense ) 

SCHEDULE  
OF 
EXPENSES 
AND 
AMOUNTS 
CLAIMED

SUBTOTALS 
 

TOTAL 
AMOUNT 
CLAIMED 

DATE TIME ITEMIZED SUBSISTENCE EXPENSES AMOUNT CLAIMED

Col. (c) If the voucher includes 
per diem allowances for 
members of employee's 
immediate family, show 
member's names, ages 
and relationship to em- 
ployee and marital 
status of children 
(unless information is 
shown on the travel 
authorization.) 

Com- 
plete 
only  
for 
actual 
expense 
travel 

TRAVELER'S LAST NAME

TRAVEL  AUTHORIZATION  
NO.

Show  amount incurred for each meal, including tax and tips, and 
daily total meal cost.

MEALS

Show expenses, such as:  laundry, cleaning and pressing clothes, tips 
to bellboys, porters, etc. (other than for meals). 
Complete for per diem and actual expense travel.  
Show total subsistence expense incurred for actual expense travel.  
Show per diem amount, limited to maximum rate, or if travel on actual 
expense, show the lesser of the amount from col. (j) or maximum rate.  
Show expenses, such as:  taxi/limousine fares, air fare (if purchased 
with cash), local or long distance telephone calls for Government 
business, car rental, relocation other than subsistence, etc.

(a)

 If additional space is required, continue on another SF 1012-A BACK, leaving the front blank.

(c)

  INSTRUCTIONS TO TRAVELER  (Unlisted items are self-explanation) Complete this 
information 
if this is a 
continuation 
sheet

Enter grand total of columns (l), (m) and  
(n), below and in item 13 on the front of 
this form.

PAGE

of

  
TOTAL  

(g) 

(Hour 
and 

am/pm) 
 

(b)

BREAK-  
FAST  

(d) 

TOTAL 
SUBSISTENCE 

EXPENSE  
  

(j) 

NO. OF  
  MILES  

( k) 

  
  

MILEAGE  
  

(l) 

  
  

OTHER  
  

(n) 

MISCEL-  
LANEOUS  
SUBSIS-  
TENCE 

(h) 

MILEAGE  
RATE: 

  
LODGING  

  
  

(i) 

  
  

SUBSISTENCE  
  

(m) 

In compliance with the Privacy Act of 1974, the following information is provided: Solicitation of the information on this 
form is authorized by 5 U.S.C. Chap. 57 as  implemented  by  the  Federal  Travel  Regulations (FPMR 101-7), E.O. 
11609  of July 22, 1971,  E.O. 110012  of March 27, 1962,  E.O. 9397  of November 22, 1943, and  26  U.S.C. 6011(b) 
and  6109.  The  primary  purpose of  the  requested  information  is to  determine payment or reimbursement to eligible 
individuals for allowable travel and/or relocation expenses incurred under  appropriate administrative  authorization and 
to record and  maintain costs of such reimbursements  to the  Government.  The information  will  be used  by  officers 
and  employees  who  have a  need for information in  the performance of their official duties.  The information may  be 
disclosed   to  appropriate   Federal,  State, local,  or  foreign  agencies  when  relevant   to  civil,  criminal  or  regulatory

investigations or prosecutions, or  when pursuant to a  requirement by this agency in connection  with  the hiring or  firing  of 
an employee, the issuance of a security clearance, or investigations of the per- formance of official duty while in 
Government service. Your Social Security Account  Number  (SSN) is  solicited  under  the authority  of  the  Internal 
Revenue Code (26 U.S.C. 6011 (b)  and  6109)  and  E.O.  9397, November  22, 1943, for use as a taxpayer and/or 
employee identification number; disclosure  is  MANDATORY  on  vouchers  claiming  travel  and/or  relocation   allowance 
expense reimbursement which is,  or  may  be,  taxable income.  Disclosure of  your SSN and other requested information is 
voluntary in all other instances;  however, failure to provide the  information  (other than SSN)  required  to support the claim 
may result in delay or loss of reimbursement.

  
DINNER  

(f) 

  
LUNCH  

(e) 

STANDARD FORM 1012 BACK (10-77)

(h) 

(i)        
(j)        
(m) 
           
(n) 

Col.   (d) 
         (g) }

TOTALS 

2

2

KBenedetto7/19/17

Benedetto

7/23

581.02 132.61
581.02 132.61

51.7551.75

Taxi 92.9292.92

M&IE

69.0069.00

Taxi 18.1918.19

M&IE

178.00

26.26Lodging Tax 26.26

178.00Lodging

21.50

26.26

21.50

Lodging Tax 26.26

Taxi

51.75

178.00

51.75

Lodging

From Washington, DC to 
Denver, CO M&IE

178.00

713.63

07/23

07/24

07/25



7. TRAVEL AUTHORIZATION 

TRAVEL VOUCHER 
(Read the Privacy Act 

Statement on the 
back)

1.   DEPARTMENT OR ESTABLISHMENT, 
      BUREAU, DIVISION, OR OFFICE

2. TYPE OF TRAVEL

TEMPORARY DUTY

PERMANENT CHANGE 
OF STATION

3. VOUCHER NO.

4. SCHEDULE NO.

a. NAME (Last, first, middle initial)

c. MAILING ADDRESS (Include ZIP Code)

e. PRESENT DUTY STATION

b. SOCIAL SECURITY NUMBER

d. OFFICE TELEPHONE NO.

6. PERIOD OF TRAVEL

a. FROM b. TO

f. RESIDENCE (city and State)

a. NUMBER(S) b. DATE(S)

10. CHECK NO.

8. TRAVEL ADVANCE 9. CASH PAYMENT RECEIPT 11. PAID BY

a. Outstanding

b. Amount to be applied

c. Amount due Government

(Attached: Check Cash)

d. Balance outstanding

c. PAYEE'S SIGNATURE

12. GOVERNMENT 
      TRANSPORTATION 
      REQUEST, OR 
      TRANSPORTATION 
      TICKETS, IF PUR- 
      CHASED WITH CASH 
      (List by number below 
      and attached passenger 
      coupon; if cash is used 
      show claim on reverse 
      side.)

I hereby assign to the United States any right I may have against any parties in connection wi h reimbursable 
transportation charges described below, purchased under cash payment procedures (FPMR 101-7).

AGENT'S 
VALUATION 
OF TICKET 

  
(a)

ISSUING 
CARRIER 
(Initials) 

  
(b)

MODE, 
CLASS OF 
SERVICE 

AND ACCOM- 
MODATIONS 

(c)

DATE  
ISSUED 

  
  

(d)

POINTS OF TRAVEL

FROM 
(e)

TO 
(f)

a. DATE RECEIVED b. AMOUNT RECEIVED

$

13. I certify that this voucher is true and correct to the best of my knowledge and belief, and that payment or credit has not 
      been received by me. When applicable, per diem claimed is based and the average cost of lodging incurred during the period 
     covered by this voucher.

TRAVELER  
SIGN HERE

DATE AMOUNT 
CLAIMED $

NOTE;   Falsification of an item in an expense account works a forfeiture of claim (27 U.S.C. 2514) and may result in a fine 
              of not more than $10,000 or imprisonment for not more than 5 years or both (18 U.S.C. 287; i.d. 1001).

14. This voucher is approved. Long distance telephone calls, if any, are certified as necessary 
      in the interest of the Government. (NOTE: If long distance telephone calls are included, 
      the approving official must have been authorized in writing by the head of the 
      department or agency to so certify. (31 U.S.C. 680a).

APPROVING  
OFFICIAL  
SIGN HERE

DATE

17. FOR FINANCE OFFICE USE ONLY 
COMPUTATION

a. DIFFER- 
   ENCES, 
   F ANY 
   (Explain 
   and show 
   amount)

$

15. LAST PRECEDING VOUCHER PAID UNDER SAME TRAVEL AUTHORIZATION

a. VOUCHER NO. b. D.O. SYMBOL c. MONTH & 
    YEAR

16. THIS VOUCHER IS CERTIFIED CORRECT AND PROPER FOR PAYMENT

AUTHORIZED
CERTIFYING 
OFFICIAL  
SIGN HERE

DATE

18. ACCOUNT CLASIFICATION

b. TOTAL VERIF ED CORRECT FOR 
    CHARGE TO APPROPRIATION

c. APPLIED TO TRAVEL ADVANCE 
   (Appropriation symbol):

Certifier's Initials: $

d. NET TO TRAVELER

$

$

NSN 7540-00-634-4180 STANDARD FORM 1012 (REV. 10-77) 
Prescribed by GSA, FPMR (41 CFR) 101-7

Traveler's Initials

5
. 

T
R

A
V

E
L
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R
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A
Y

E
E

)

Bureau of Land Management

Benedetto, Kathleen 07/11/2017 07/13/2017

1840 C Street NW, Washington, DC 20240

Washington, DC

* Airfare was paid 

Attend Executive 

on 

Leadershi

$232.20

GOV 

p

Unite

Corporate

Team (ELT

Coach

Sage Grouse 
and Return
Washington, DC

Secretar

Denver, CO

DS20000000/DL2000000.00000/DR.20000.15BLMTRV

KBenedetto7/7/17

202-208-3801

Credit Card

and Greater

07/07/2017

678.96

678.96



DESCRIPTION 
(Departure/arrival city, per diem 

computation, or other 
explanations 
of expense ) 

SCHEDULE  
OF 
EXPENSES 
AND 
AMOUNTS 
CLAIMED

SUBTOTALS 
 

TOTAL 
AMOUNT 
CLAIMED 

DATE TIME ITEMIZED SUBSISTENCE EXPENSES AMOUNT CLAIMED

Col. (c) If the voucher includes 
per diem allowances for 
members of employee's 
immediate family, show 
member's names, ages 
and relationship to em- 
ployee and marital 
status of children 
(unless information is 
shown on the travel 
authorization.) 

Com- 
plete 
only  
for 
actual 
expense 
travel 

TRAVELER'S LAST NAME

TRAVEL  AUTHORIZATION  
NO.

Show  amount incurred for each meal, including tax and tips, and 
daily total meal cost.

MEALS

Show expenses, such as:  laundry, cleaning and pressing clothes, tips 
to bellboys, porters, etc. (other than for meals). 
Complete for per diem and actual expense travel.  
Show total subsistence expense incurred for actual expense travel.  
Show per diem amount, limited to maximum rate, or if travel on actual 
expense, show the lesser of the amount from col. (j) or maximum rate.  
Show expenses, such as:  taxi/limousine fares, air fare (if purchased 
with cash), local or long distance telephone calls for Government 
business, car rental, relocation other than subsistence, etc.

(a)

 If additional space is required, continue on another SF 1012-A BACK, leaving the front blank.

(c)

  INSTRUCTIONS TO TRAVELER  (Unlisted items are self-explanation) Complete this 
information 
if this is a 
continuation 
sheet

Enter grand total of columns (l), (m) and  
(n), below and in item 13 on the front of 
this form.

PAGE

of

  
TOTAL  

(g) 

(Hour 
and 

am/pm) 
 

(b)

BREAK-  
FAST  

(d) 

TOTAL 
SUBSISTENCE 

EXPENSE  
  

(j) 

NO. OF  
  MILES  

( k) 

  
  

MILEAGE  
  

(l) 

  
  

OTHER  
  

(n) 

MISCEL-  
LANEOUS  
SUBSIS-  
TENCE 

(h) 

MILEAGE  
RATE: 

  
LODGING  

  
  

(i) 

  
  

SUBSISTENCE  
  

(m) 

In compliance with the Privacy Act of 1974, the following information is provided: Solicitation of the information on this 
form is authorized by 5 U.S.C. Chap. 57 as  implemented  by  the  Federal  Travel  Regulations (FPMR 101-7), E.O. 
11609  of July 22, 1971,  E.O. 110012  of March 27, 1962,  E.O. 9397  of November 22, 1943, and  26  U.S.C. 6011(b) 
and  6109.  The  primary  purpose of  the  requested  information  is to  determine payment or reimbursement to eligible 
individuals for allowable travel and/or relocation expenses incurred under  appropriate administrative  authorization and 
to record and  maintain costs of such reimbursements  to the  Government.  The information  will  be used  by  officers 
and  employees  who  have a  need for information in  the performance of their official duties.  The information may  be 
disclosed   to  appropriate   Federal,  State, local,  or  foreign  agencies  when  relevant   to  civil,  criminal  or  regulatory

investigations or prosecutions, or  when pursuant to a  requirement by this agency in connection  with  the hiring or  firing  of 
an employee, the issuance of a security clearance, or investigations of the per- formance of official duty while in 
Government service. Your Social Security Account  Number  (SSN) is  solicited  under  the authority  of  the  Internal 
Revenue Code (26 U.S.C. 6011 (b)  and  6109)  and  E.O.  9397, November  22, 1943, for use as a taxpayer and/or 
employee identification number; disclosure  is  MANDATORY  on  vouchers  claiming  travel  and/or  relocation   allowance 
expense reimbursement which is,  or  may  be,  taxable income.  Disclosure of  your SSN and other requested information is 
voluntary in all other instances;  however, failure to provide the  information  (other than SSN)  required  to support the claim 
may result in delay or loss of reimbursement.

  
DINNER  

(f) 

  
LUNCH  

(e) 

STANDARD FORM 1012 BACK (10-77)

(h) 

(i)        
(j)        
(m) 
           
(n) 

Col.   (d) 
         (g) }

TOTALS 

2

2

KBenedetto7/7/17

Benedetto

7/11

529.77 149.19
529.77 149.19

29.3929.39

Baggage Fee 65.0065.00

Taxi

69.0069.00

M&IE 51.7551.75

M&IE

159.00

20.27Lodging Tax 20.27

159.00Lodging

178.00

Taxi 29.80

178.00

29.80

Lodging

51.7551.75

Baggage Fee

From Washington, DC to 
Denver, CO M&IE

25.00 25.00

678.96

07/11

07/12

07/13



































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































AVIATION COOPERATOR APPROVAL REQUEST FORM 
This form serves as an official request to use an aviation resource not owned or operated by the Department of the Interior (DOI) that 
meets Department definition of a “cooperator aircraft” to transport DOI passengers and cargo.  The information included meets the 
requirements of 351 DM 4.4 for a specific aircraft and pilot(s) listed to conduct the listed operation. There will be no charge to DOI 
for these flights.  
DEFINITIONS (Ref 351 DM 1) 
Affiliated Aircraft: Civil aircraft operated in accordance with 14 CFR 91, 121, 133, 137, or 135 for the mutual benefit of DOI and the 
affiliated party at no cost to DOI. 
Cooperator Aircraft: An affiliated, military, or other Government agency aircraft. 
Requestor:                                                                    Agency: 
Address: 

Phone Number: 

Brief description of the operation:  
 
 
 
 
 
Date(s) of operation: 
Cooperator Agency Point of Contact (POC) Information 
     Name: 

     Agency Name: 

     Address: 

     Phone: 

Aircraft: 

 
Pilot(s): 

 
APPROVALS 

Regional Aviation Manger:                                                              Agency: 

Approved_ _            Disapproved_ _                                     Date: 

Signature: 

 
National Aviation Manager:  

Approved_ _            Disapproved_ _                                     Date: 

Signature: 

 

Office of Aviation Services Official:  

Approved_ _            Disapproved_____                                     Date: 

Signature:   
  

Laura Beauregard US Fish and Wildlife Service

300 Ala Moana Blvd. Rm 5-231 Honolulu, HI 96850

808-792-9558

The U.S. Fish and Wildlife Service Marine National Monuments of the Pacific manages Palmyra Atoll in conjunction with 
The Nature Conservancy. In order to perform these management functions, regular flights from Honolulu must be made 
to Palmyra Atoll. Many of these flights are flights of opportunity sponsored by The Nature Conservancy with Cinco Air 
Charter, LLC..  There will be no charge to FWS/DOI for these flights.

Aug 2017 through August 2018

Alex Wegmann

The Nature Conservancy

923 Nuuanu Ave.  Honolulu, HI  96817

808-587-6282

Gulfstream III (N370JL)

John Fitzmaurice,                          Luke Christian                                               Paul Staib,                           
Sheldon Quinto,                          Raymond Quinto  

Dane VanPelt USFWS Pacific-West Region
✔ 17 August 2017

FOR Anthony Lascano

✔ 24 August 2017

✔
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