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Instructions for Requesting the Use of Premium (First and Business) Class Travel

I. The traveler must complete both forms (Employee Checklist and Approval Form).

2. The traveler must sign the Employee Checklist, attach all required documentation to the
back of the checklist and scan the package into the GovTrip authorization. Scanning
documents into the GovTrip system cannot be performed until the traveler’s agency
implements GovTrip. Until that time, these documents should be attached to the hard
copy Travel (TRVL) System authorization.

3. A hard copy of the completed Approval Form and Employee Checklist package
(checklist and documentation) must be provided to the traveler’s General Officer (usually
Under Secretary or Assistant Secretary) for review and approval following the agency’s
normal approval process.

4. After approval, the General Officer’s designated representative scans the signed approval
form into the GovTrip authorization; or attaches the approved signed hard copy to the
Travel (TRVL) System authorization. The General Officer’s representative must contact
OCFO (Aaron Prose at (202) 720-1558 or aaron.prose(@usda.eov; or Maureen Wood at
(202) 205-5358 or maureen.wood(@usda.gov) to authorize the travel agents to issue
tickets to the traveler.




