Adjustment by AO / Traveler

When the dollar amount on a voucher / local voucher is changed, GovTrip will require the voucher / local voucher to be routed back to the traveler / travel preparer to be reviewed, signed and re-submitted. 

Here are the steps:
Access the document by selecting the Documents Awaiting Your Approval link in GovTrip. 
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1. Locate the document and click on review.  
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2. After reviewing the Preview Trip page, if changes are needed, select the adjustment tab. 
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3. When the confirmation page is displayed, click Accept to make adjustments to the document. 
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4. If a change is made that affects the total dollar amount of the document, the only stamp available for the Approving Official will be “REROUTED FOR CHANGES”.  Once the document is submitted, the voucher / local voucher will be re-routed to the traveler / travel preparer so that the document can be stamped Signed or T-entered.  GovTrip will send an email to the traveler and preparer, if a preparer created the document, that the document must be signed.
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