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TRAVEL VOUCHERS 
 
I.  PURPOSE 
 
This directive: 
 

A. Provides a guide for preparing and submitting travel vouchers. 
 

+[B. Sets forth responsibilities of reviewing and approving officers for review 
and approval of travel vouchers. 
 
II.  CANCELLATION 
 
Cancels FSIS Directive 3810.3, 9/25/80. 
 
III. REASON FOR REISSUANCE 
 
Revised to update changes in forms and regulations. 
 
IV.  REFERENCES 
 
FSIS Directive 3800.1,  Allowances for Temporary Duty Travel 
FSIS Directive 3800.8,  Foreign Travel 
FSIS Directive 3805.1,  Travel Authorizations 
FSIS Directive 3820.1,  Employee Relocation Allowances 
 
Department Manual 2300-1, Agriculture Travel Regulations  (NOTE: This issuance is 
not distributed below area offices.) 
 
V. FORMS AND ABBREVIATIONS 
 
The following will appear in this directive in their shortened form: 
 

ATR Agriculture Travel Regulations 
CONUS Conterminous United States 
GTR Government Transportation Requests]+
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+[GSA General Services Administration 
GVTS Government Transportation System 
M&IE Meals and Incidental Expenses 
MPIO Meat and Poultry Inspection Operations 
NFC National Finance Center 
POV Privately Owned Vehicle 
SATO Scheduled Airline Traffic Offices 
T&A Time and Attendance (Report) 
TMC Travel Management Center 
 
AD-202 Travel Authorization 
AD-206 Authorization - Amendment (Travel) 
AD-616 Travel Voucher 
AD-617 Travel Voucher Continuation Sheet 
SF-1164 Claim for Reimbursement for Expenditures on Official 
 Business 

 
VI.  COVERAGE 
 
This directive contains instructions for preparing and submitting travel vouchers for most 
types of temporary duty travel.  EXCEPTION:  This directive does NOT cover travel 
vouchers prepared for relocation allowances.  See FSIS Directive 3820.1 for these 
instructions. 
 
VII. TRAVELER'S RESPONSIBILITIES 
 

A. All travel is to be covered by a properly written and prepared AD-202, as 
prescribed in FSIS Directive 3805.1.  All relocation travel and travel of employees for 
work as labor organization representatives must always have an AD-202 before travel is 
performed.  EXCEPTION:  Emergency travel for program purposes may be performed 
before the issuance of the required AD-202 when time does not permit advance 
preparation. 
 

B. All travelers are required to maintain appropriate records of their travel, 
including mileage, receipts, and details of the cost of meals consumed if actual 
subsistence expenses are to be claimed. 
 

1. Travelers on an unlimited travel authorization must send an 
AD-202 annually to NFC either at beginning of each fiscal year or after the first voucher 
is completed for the fiscal year.  In addition, send vouchers to NFC monthly or at the 
end of the trip if no further travel is planned during the month.]+
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 +[2. Travelers on limited open travel authorization must send NFC an: 
   
  a. AD-202 with the first voucher for the first quarter of the 
fiscal year. 
 
  b. AD-206 to revalidate the AD-202 with the first voucher 
submitted for the second, third, and fourth quarters. 
 

3. All other travelers should send vouchers at the end of each trip to 
NFC. 
 

C. Travelers submitting AD-616's must verify that the claim is correct and just 
in all respects.  Falsification of any item may result in forfeiture of the claim. 
(Falsification is a deliberate attempt to defraud the Government.)  Penalties may range 
from reprimand and/or suspension fines and imprisonment as prescribed by law. 
 
VIII. PREPARATION AND SUBMISSION 
 

A. Preparation. 
 

1. AD-616.  Prepare an original and one copy.  If additional pages are 
needed, use AD-617.  Use carbon paper or an FSIS controlled copier for additional 
copies.  Follow instructions in Attachments 1 through 10. 
 

2. Receipts.  Attach receipts for items listed below to the original 
AD-616.  (See FSIS Directive 3800.1 for a partial list of items requiring receipts.) 

 
a. Lodging (per diem or actual subsistence). 
 
b. Expenditures in excess of $25. 

 
3. Combined Official and Personal Travel.  Always indicate, actual 

travel performed and show comparative travel computation.  An employee is 
responsible for all travel expenses in excess of those officially authorized. 
 
 B. Submission.  Traveler submits AD-616 (with attached AD-617 if one is 
required) promptly upon completion to the immediate supervisor for initial approval.  If 
the supervisor is not the designated approving official, he/she initials the AD-616 and 
forwards to the appropriate official.  NOTE:  An AD-616 with an attached AD-617(s) is 
considered one voucher. 
 

1. Leave Taken While in Travel Status.  Write the word "LEAVE” on 
the top of the AD-616.  Show the exact hour of departure and return to duty status in the 
"Remarks" section of the AD-616.  After approval, forward the AD-616 directly to the 
NFC Travel Unit in an envelope marked "Special Handling."]+ 
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+[2. Miscellaneous Claims.  Miscellaneous expenditures unrelated to 

travel may be claimed on an AD-616 when travel is claimed.  When no travel is to be 
claimed, expenses should be claimed on SF-1164 or through imprest fund.  Send the 
properly approved SF-1164 voucher not paid by imprest fund to: 

 
USDA, FSIS, Budget and Finance Division 
Accounting Operations and Systems Branch 
Room 0313-South Building 
14th & Independence Avenue, SW 
Washington, DC 20250 

 
IX. REVIEW AND APPROVAL RESPONSIBILITIES 
 
Travel vouchers are to be reviewed and approved by program designated officials.  The 
officials designated to review and/or approve travel vouchers need not be the official 
who signed the written travel authorization.  However, designations should be made at 
as high a level as is consistent with the responsibilities of supervising the direction of 
travel and/or day-to-day supervision.  The reviewing/approving official: 

 
A. Reviews AD-616's to determine if: 

 
1. Travel as claimed was directed and authorized, and that items 

recorded on AD-616 (authorization number, management code, and items requiring 
special approval) are correct. 
 

2. Attendance at meetings outside USDA was properly authorized and 
approved. 

3. Receipts required in subparagraph VII. A. are attached. 
 
 4. Leave taken during travel has been properly documented. (See 
subparagraph VII. B.) 
  

5. Travel advances have been properly liquidated. 
  

6. Unused or partially used tickets/coupons are properly processed.  
(See ATR paragraph 1-1.6.a for potential employee liability for value of tickets/coupons 
issued.) 

 
B. Does not review the AD-616 to: 

 
1. Verify mathematical computations. 

 
2. Verify Social Security numbers. 

 
3. Determine if the travelers have claimed all expenses to which  they 

are entitled.]+ 



FSIS DIRECTIVE 3810.3 
REVISION 1 

      Page 5    10/11/88 
      (and 6) 

 
+[X. PROCESSING TRAVEL VOUCHERS 
 

A. Approved AD-616's.  After review is completed, the approving official 
indicates approval by signing the AD-616.  Send the approved original travel vouchers 
to NFC.  NOTE:  MPIO regional employees should send a copy of the approved travel 
voucher to the regional office. 
 

B. Unapproved AD-616's.  If an AD-616 requires correction or explanation, 
the approving official returns AD-616 to the employee for explanation.  If the explanation 
is not satisfactory, a memorandum must be attached to the AD-616 explaining the 
exception and stating that the approving official approves the AD-616 subject to the 
exception.]+ 
 

 
Administrative Management 
 
Attachments 
 
1 Guide For Pre Paring Form AD-616 Showing Entries Normally Required 
  On All Vouchers 
2 Reimbursement For Per Diem Claimed 
3 Actual Subsistence Expenses Due To Unusual Circumstances 
4 Per Diem Computation And Use Of Privately Owned Vehicles In Lieu Of 
  Government-Furnished Vehicle 
5 Employee's Choice Of Using Privately Owned Vehicles In Lieu Of 
  Travel By Common Carrier 
6 Employee Uses Leave While In Travel Status 
7 Foreign Travel 
8 MPI Mileage Reimbursement For Travel Expected To Average Less Than 1,200 
  Miles Per Month 
9 Domestic Travel (Other)-Type Claim 6 
10 Reimbursement For Occasional Travel To Other Duty Points Within The 
  Metropolitan Area Of Official Station 
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GUIDE FOR PREPARING FORM AD-616 

SHOWING ENTRIES NORMALLY REQUIRED ON ALL VOUCHERS 
 
FRONT OF AD-616           Pages 8-11 
  
 Section A - Identification 8 
  
 Section B - Transportation Costs 9 
  
 Section C - Accounting Classification 10 
  
 Section D - Claims 11 
 
REVERSE OF AD-616 (Schedule of Expenses and                 Pages 12-16 
 Amounts Claimed) 
  
 Itinerary 12 
  
 Per Diem 12 
  
 POV, Other Travel, Car Rental, and 13 
  Common Carrier 
  
 Actual Subsistence, Miscellaneous Expenses, 14 
  Remarks/Explanation/Certification Statements 
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