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Computer Sciences Corporation
TAR NO.





    (Personnel # MM/DD/YY)

TRAVEL AUTHORIZATION REQUEST

	1. Print out Tar form. Complete Tar form, including your signature. Obtain your manager’s signed approval prior to travel. Indicate              

estimated trip expense

2. Your TAR number is your Personnel number followed by month, day, year. Place it on the upper right hand TAR # _______ line.

3. If travel advance is requested, document justification in the comments section.        
4. If hotel rate is in excess of the JTR rate and no JTR  allowable exception criteria listed below apply, document justification in comments section. Indicate JTR lodging per diem for locality in the Destination/Purpose of trip section.

5. If any criteria apply for JTR allowable exceptions, check applicable box and document in the comments section.
6. Once travel is complete, send original TAR which has been signed and pre-approved by your manager along with original receipts in XMS mailer to the CSC Sterling Service Center. Include one photocopy to your PCO Approver. Retain a copy for your records.
7. If more space is needed, continue on plain bond paper and submit with TAR.

	NAME
	PERSONNEL NUMBER


	ORG. NO.


	PROJECT NO. (all levels)



	HOME PHONE
	OFC. PHONE
	MAIL CODE
	DESTINATION - PURPOSE OF TRIP/ PER DIEM AMOUNT FOR LOCATION



	ESTIMATED TRIP EXPENSE

     
	

	DURATION OF TRIP


	DEPARTURE DATE


	RETURN DATE



	JOINT TRAVEL REGULATIONS:  Allowable Exception Criteria                                                                                                (check all situations that apply)

	 FORMCHECKBOX 
  ITEM 1
Employee Travels with a dignitary and is required to stay in the same hotel.
	 FORMCHECKBOX 
  ITEM 2
Travel to an area where the applicable maximum per diem allowance is generally adequate, but costs have escalated for short periods of time during special functions or events such as missile launchings, international or national sports events, a world’s fair, conventions, or natural disasters;
	 FORMCHECKBOX 
 ITEM 3
Based on the situation described in item 2, affordable lodgings are not available or cannot be obtained within a reasonable commuting distance of the employee’s temporary duty point, and transportation costs to commute to and from the less expensive lodging facility consume most or all the of the savings achieved from occupying less expensive lodging:

	 FORMCHECKBOX 
  ITEM 4
The employee, because of special duties of the assignment, necessarily incurs unusually high expenses while conducting official business, such as to procure superior or extraordinary accommodations including a suite or other quarters for which the charge is well above that which he/she would normally have to pay for accommodations; or
	 FORMCHECKBOX 
 ITEM 5
The employee necessarily incurs unusually high expenses incident to his/her assignment to accompany another employee in a situation as described in Item 4.

	TRAVEL ACCOMMODATIONS REQUIRED:              FORMCHECKBOX 
  AIR                  FORMCHECKBOX 
  RAIL
	CLASS



	 FORMCHECKBOX 
 REQUEST USE OF 
       PERSONAL AUTO
 FORMCHECKBOX 
  AIR
 FORMCHECKBOX 
  RAIL
	APPROX. TOTAL MILES


	REASON



	 FORMCHECKBOX 

RENTAL AUTO REQUESTED
	TO BE PICKED UP AT:


	NO. OF DAYS REQUIRED:



	HOTEL RESERVATION                   FORMCHECKBOX 
  SINGLE                    FORMCHECKBOX 
  DOUBLE                   FORMCHECKBOX 
  OTHER


	DATE


	NO. OF NIGHTS



	HOTEL NAME


	CITY

	OTHER REQUESTS OR COMMENTS/PER DIEM OVERAGE JUSTIFICATION



	TRAVEL ADVANCE REQUIRED: $





	
	
	ACCOUNTING USE ONLY

APPROVED
DATE

SIGNATURE
DATE

DATE

DATE

	EMPLOYEE SIGNATURE

DATE
	 FORMCHECKBOX 
  CASH
	

	
	 FORMCHECKBOX 
  CHECK
	

	Supervisor
	DATE
	RECEIVED:
	

	Other
	DATE
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