MOVES Travel Procedures

Note: As an alternative to the procedures below, you may arrange your own travel through the Intranet. Instructions are at http://www.nps.navy.mil/travel/.  The travel office phone is 656-2041 or x3637.

Requesting travel
1. Go to http://www.movesinstitute.org/internalprocedures/TravelRequestMOVES.doc and download the form.

· Students must use the travel office to request travel.

· If requesting lodging, include your credit-card number and expiration.

· Indicate the flights you prefer or accept SATO choices by default.

· Travel request forms must be typed. We do not accept handwritten forms.

· See John Falby for account and authorization.

2. Give authorized travel request to Brigitte for processing.

3. Sign up for electronic-signature authorization, which you will need for vouchers after your trip. To begin, get a name and password from Cecelia cmchilde@nps.navy.mil. Brigitte bhkirche@nps.navy.mil will advise you from there. 

· Because travel vouchers must be submitted within 5 working days after a trip, you must have electronic signature set up in advance if circumstances will make it impossible to do so afterwards.  This is a vital point, because the consequences to you personally are vexing, expensive, and protracted, among which are the possibility that the travel office may revoke your traveling privileges. We want you to be happy. See Brigitte if you need help.

Changing Travel
Phone the SATO office directly at 1-800-359-9999 after 4:30 p.m.

Travel Vouchers
1. We’re assuming you have your electronic signature set up. If not, see item three above. 

2. Go to http://www.movesinstitute.org/adminprocedures/TravelVoucherDD1351-2.pdf  and fill out the form.

3. Give the form and a photocopy of all your receipts to Brigitte. In case of audit, keep your original receipts 5 years.

4. Brigitte will notify you when you need to sign your travel voucher electronically in Travel Manager, and walk you through signature procedures if need be. 

5. You will be notified by email when a check is deposited to your personal account.  Please allow 2 weeks.

Other Travel Issues

1. Government Credit Cards

· Applications for a card are at http://www.nps.navy.mil/travel/binder/VISA%20APP_052901.doc
· If you haven’t used your government credit card for 6 months, it will be deactivated.

· If you haven’t used your card for 12 months, it will be cancelled.

· Call Patty Jackson at 2080 for assistance.

2. Government Passports

These can take 3 months to process, so please prepare for overseas travel well in advance.  Pick up applications from Ted or Nora (HeE-109, telephone x 1923).  For information go to http://travel.state.gov/get_forms.html 

3. Anti-terrorist Training

If you are traveling overseas you will need anti-terrorist training. See http://intranet.nps.navy.mil/security/AT%20TRAINING.doc for instructions.

4. Security Clearance

· Travelers must submit their security-clearance request themselves, via email to SecurityMgr@nps.navy.mil.
· Administrative staff cannot request clearance for you.
· Go to http://intranet.nps.navy.mil/security/PASSING%20SECURITY%20CLEARANCES.htm for instructions.
5. Additional Info

The NPS travel website is an excellent resource, at http://www.nps.navy.mil/travel/. Brigitte is also available to assist you at x3734.
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