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FedTraveler
Account

established? 

Yes

No

Travel planning * Travel completed

Yes
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Contact VA Fiscal at:

Ph: (402) 995-4573
Email:

Allow 7-10 business days

Amy.Patten@va.gov

Complete Research Travel Checklist

Submit appropriate Travel Authorization or Non-Fed 
Sponsored Travel through                     .FedTraveler

FedTraveler Step-by-Step Guide

Complete expense report in                     .

Submit all required travel receipts for expenses
Through the fax/scanning feature prior to submission.

FedTraveler

* NWIHCS Employee Travel Policy and Procedures (FIS-001)
Requires VA SharePoint access
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No
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Foreign Travel Process

No

Any of these conditions:

Dangerous country?
Significant legal issues?
Foreign Gov’t support?

Per                                      , complete the required 
information for foreign travel (                           )

Submit packet to R&D committee.

VA Handbook 1400.06
Appendices A-D
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Follow additional
educational leave process

Foreign Travel Process
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Facility Director
approval required

Facility Director and
VISN Director

approval required

Facility Director,
VISN Director and

Under-Secretary of Health
approval required

Submit appropriate Travel Authorization or Non-Fed
Sponsored Travel through                     .FedTraveler

FedTraveler Step-by-Step Guide
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