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Extras #5:    Constructed Travel Voucher 

Objectives:  Create a constructed travel voucher 

Notes: If at all possible, a Cost Comparison should be done in advance of preparing 
the authorization thus a constructed voucher would not be needed.  The form 
can be found at: 
http://www.corporateservices.noaa.gov/finance/docs/SI.costcomp.PDF 
 
If a Cost Comparison was not done in advance to the trip, or if the Approving 
Official approved something other than the most advantageous method, a Cost 
Comparison nor Constructed voucher should not be completed. 
 
This example will show how to create a constructed (cost comparison) voucher 
when a traveler deviates from the authorized itinerary and/or transportation 
mode because of personal preference.   
 
FTR, section 301-10.4 through 301-10.8, explains that agencies must select the 
method of transportation most advantageous to the Government considering 
the total cost to the Government including cost of per diem, lost work time, and 
actual transportation costs.  If a traveler deviates from the authorized method 
of transportation, the traveler is responsible for any additional costs incurred. 
 
When a traveler deviates from the preferred method of transportation, a cost 
comparison must be performed. Two versions of the voucher are prepared - 
one to determine the cost of the trip as it was authorized, and the other to 
determine the cost of the trip as it occurred using the traveler’s preferred 
itinerary and/or mode of travel. The traveler will then be reimbursed for the 
lesser of the two vouchers.  

Note: FTR, section 301-10.309 explains what the traveler will be reimbursed 
when the traveler uses POV instead of Common Carrier. Section 301-10.310 
explains what the traveler will be reimbursed when the traveler uses POV 
instead of a Government automobile.  

Travel regulations indicate that when doing a cost comparison you cannot use 
any local travel or other miscellaneous expenses incurred while at your 
Temporary Duty location. In order to claim these expenses when doing a cost 
comparison in ITM, we recommend that you enter any local travel and other 
miscellaneous expenses on both the voucher for the trip as it was authorized 
and on the voucher for the trip as it occurred. This way the costs for local 
travel and miscellaneous expenses offset each other during the comparison and 
are reimbursed regardless of which trip is selected for payment.  

 
Instructions: 

 
Execute the following steps: 
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Step Action 

4 Follow the rest of the steps that you would when completing a voucher, such as 
previewing the document, performing pre-audits and stamping it. 

 
 


