SPONSORED TRAVEL GUIDE
For the 
U.S. Department of Health and Human Services
When part or all of a government employee’s travel expenses are to be paid by a non-federal government entity, a Sponsored Travel Authorization (TA) must be created. This document processing guide was developed to assist a traveler or arranger in creating a Sponsored TA. It specifically concentrates on Spon​sored Travel Functionality and assumes that the user has already been trained or previously used GovTrip to make travel reservations and/or create an authorization.
Creating a Sponsored Travel Authorization
1. Create a New Authorization.
2. Enter all required information on the Trip Overview page.
3. From the Trip Type drop down list, select “SP-SPONSORED”  
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4. The system will prompt the user with the following message; “Sponsored Travel Requires Additional Information, Proceed?” Select “OK” to proceed. 
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5. You have two options to search for Sponsor Information.  You can select the “Sponsor Search” or the “Sponsor Lookup”.  
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6. If you select the Search Sponsor option, you will type in the Sponsor name and select “Search Sponsor”.  Wildcard search options, such as an asterisk, may be used.
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7. Or select a Sponsor from the Drop Down. 
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8. Select the Authority Type from drop down and “Save Sponsor”.
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9. Once Sponsor has been saved you are now able to move on.  
Adding Sponsor Expenses
When adding Sponsor expense in the Expense window, the traveler/preparer must identify the Method of Reimbursement.  The travel/preparer can choose from the following reimbursement method.  

GovCC - The traveler is paying for this expense on their Government Charge Card (GovCC) and it is NOT reimbursable by the Sponsor. 

Personal – The traveler is paying for this expense, but not using their GovCC and it is NOT reimbursable by the Sponsor. 

Sponsored CBA - The traveler is paying for this expense using the agency’s Centrally Billed Account (CBA) and the Sponsor is going to reimburse the agency. 

Sponsored IN KIND - The traveler is not paying for this expense.  The Sponsor is providing the expense to the traveler and will not reimburse the agency for this cost. 

Sponsored Reimbursable – The traveler is paying for this expense either with their GovCC or another means of payment and the Sponsor is going to reimburse the agency for this cost. 
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Identifying the Payment Method for Each Expense
Next, the traveler/preparer must ensure all expense have the appropriate method of reimbursement.  

10. Under “Accounting Tab” select “Payment Methods”.
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11. The traveler has the option to allocate the payment methods for all expenses by either “Individual Expense” or “Expense Category”
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12. Using the drop down list next to each expense, select the appropriate “Payment Method” for each “Individual Expense”. 
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13. Using the drop down list next to each expense, select the appropriate “Payment Method” for each “Expense Category”.
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Associating a Sponsor to a Line of Accounting
Before associating a Sponsor to a Line of Accounting (LOA) or CAN, the traveler/preparer must first identify the correct accounting information for this TA. 

1. Select the appropriate LOA/CAN from the “Accounting Label” drop down list.  
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2. To associate a Sponsor to an LOA/CAN, navigate to “Sponsored Travel under “Accounting”.
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3. From the “Sponsor” drop down list, select a Sponsor.  Assign the Sponsor to a LOA/Can by clicking the “Select” hyperlink next to the appropriate LOA/CAN.  Once complete select the “Return” button to return to the “Accounting Codes” window. 
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4. When returning to the “Accounting Codes” window, the traveler/preparer will now see multiple LOA/CANs.  The number of Sponsors the traveler/preparer has selected and associated to a CAN will determine the number of accounting lines seen on this screen. 
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Allocating Sponsored Travel Expenses to Sponsored Lines of Accounting
Once all Sponsors have been associated to a LOA/CAN, the traveler/preparer must allocate the Sponsored Expenses between the Sponsored LOA/CANs.  

1. Select the appropriate allocation method from the “How to Allocate” drop down list.  You have a chose from allocating by the following. 
a. Expense Category
b. Date

c. Percent 

d. Dollar Amount

2. Select the “Allocated Sponsored Expense” button.  
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3. Once the allocation is complete and saved, the traveler/preparer can see the updated Accounting Expense Summary.  *If changes are made to the payment method of any expense, all expense must be reallocated. 
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Ethics Checklist

Each traveler must complete the Ethics Checklist.  * If a travel preparer is creating a Sponsor Travel authorization, they will be unable to fill out the Ethics Checklist.  The travel preparer must stamp the Sponsored travel authorization “AUTH PREPARED”.  This will notify the travel via email that they have a Sponsored travel authorization ready to sign.  
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Once the Ethics Checklist has been completed select the “Save and Proceed” Button to proceed in stamping the Sponsor Travel Authorization Signed.  
