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Responsible Office: BF / Financial Operations Division

Subject: Delegation of Authority-To Authorize or Approve Temporary Duty Travel on Official Business and
Related Matters

Also see
Approval of Official Travel, N F2M 9710-16.

1. POLICY

a. It is the policy of NASA that officials shall authorize and approve
travel and transportation only when officially justified in order to neet
essential nmission requirenents in an effective and econoni cal manner,
consi stent with good managenent practices.

b. Al travel shall be authorized by appropriate officials designated in

paragraph 6 of this directive or through their redelegations. Odinarily,
a travel authorization shall be issued before expenses are incurred. (As
used in this directive, "authorize" is a pretravel action; "approve" is a
posttravel action.)

c. In general, and except as stated in paragraph 6, travel should be

aut hori zed and approved by at |east one organizational |evel above the
traveler. This also applies to travel on Governnent aircraft.

d. This NPD addresses only Tenporary Duty Travel (TDY), which is conprised
of the followi ng: Local, Continental U S. (CONUS), Foreign, Non-Foreign,
Actual Subsi stence, Extended Tenporary Duty, and Invitational Travel for
both Direct and Rei mbursabl e Funds (see the Federal Travel Regulation (FTR)
Index for definitions).

e. No subordinate may authorize or approve the travel of his or her own
supervi sor.

2. APPLICABILITY

This NPD applies to NASA Headquarters and NASA Centers, including Conponent
Facilities.

3. AUTHORITY

a. 42 U S.C. 2473(c)(1), Section 203(c)(1l) of the National Aeronautics
and Space Act of 1958, as anended.

b. 31 U S C 1353
c. 5 US C 5701-57009.

d. 41 CFR Chapter 301.



4. REFERENCES

a. 5 CFR Part 2635, Standards of Ethical Conduct for Enployees of the
Executive Branch.

b. Financial Managenment Manual (FMV) 9090, Rei nbursabl e Agreenents.
c. FMM 9700, NASA Federal Travel Regul ati on Suppl enment.

d. NPD 1030.1G Acceptance by Enpl oyees of G fts or Decorations From
Forei gn Governnents and G fts To Foreign |ndividuals.

e. NPD 3410. 2D, Enpl oyee and Organizational Devel opnent.

5. RESPONSIBILITY

a. Authorizing and approving officials shall be cognizant of the FTR and
NASA' s travel policies and procedures as outlined in FMM 9700, NASA Feder al
Travel Regul ation Suppl enent, and establish controls to ensure that only
travel essential to the purposes of the Government and for acconplishnent
of the Agency's mission in the nost effective and econom cal manner is

aut hori zed or approved.

b. Authorizing officials should be aware of travel plans, including plans
to take annual leave in conjunction with travel, and shall ensure

appropri ate consideration of the need for the travel, the use of travel
substitutes (e.g., mail, teleconferencing, videoconferencing), and the nobst
cost-effective routing and neans of acconplishing the travel. Each

enpl oyee's travel shall be authorized separately.

c. All foreign tenporary duty travel must be coordinated with the Ofice of
Ext ernal Rel ati ons.

d. Al Reinbursable Agreements for tenporary duty travel must be concurred
in by the Ofice of General Counsel or the Center Chief Counsel, as
appropriate.

6. DELEGATION OF AUTHORITY

a. The Administrator (or an official serving in such position in an
"acting" capacity) may authorize and approve his or her own TDY and the
TDY for all others Agencyw de.

b. The Deputy Administrator and CFO (or officials serving in such positions
in an "acting" capacity) may authorize and approve their own tenporary duty
travel and the tenporary duty travel for all others Agencyw de, except the
Admi ni strator.

c. All other Oficials-in-Charge of Headquarters O fices and Center
Directors (or officials serving in such positions in an "acting" capacity)
may aut horize and approve their own TDY and the TDY of all others within
their budgetary area of responsibility.

d. The authority to authorize and approve one's own TDY nay not be
redel egat ed.

e. The authority to authorize and approve travel for others may be
redel egated in whole or in part to the extent that the authorizing and
approving official is at |east one organizational |evel above the traveler.

f. Al redelegations nmust be in witing, and a copy of each official
signature specinen or electronic password signature of both the del egating
and receiving official nust be on file with the Financial Minagenent
organi zati on of the cogni zant NASA Center.



7. MEASUREMENTS

Data for the measures and nmetrics will be collected in the quantitative
neasures review and eval uation process that serves as part of the
functional evaluation of financial management activities within the Agency.

8. CANCELLATION

NPD 9710. 10 dated April 1, 1997.

/sl Sean O'K eefe
Administrator
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