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Section 1. Traveler Information
Please read and check the Acknowledgment box.
Travel Request Form Instructions
Please complete this Travel Request Form and click the e-mail record button on the last page to submit to 
NSSC-TravelPreparers@nasa.gov. This form will assist our travel preparers in completing your travel reservations and authorization in the current Government e-Travel System.  Please do not make reservations outside the e-Travel system, if at all possible.
 
It is very important that you go into the e-Travel system and update your profile, and confirm your Government Issued Travel Credit Card, if applicable, is up to date.  Be sure to click Save after making any changes.
 
Items marked with an asterisk (*) are required fields.
 
If you are unable to complete the form entirely and need to save your entries, you can save the form on your desktop and then return later to complete and e-mail.
 
Once your form is received and in process, a Travel Preparer will contact you if any further information is needed regarding your travel plans.
 
After your travel authorization has been approved in the current Government e-Travel System, you will receive an e-mail notification. You will receive your travel itinerary once your reservations are confirmed.
 
Please see the NSSC website for links to the Federal Travel Regulations (FTR) and the NASA Interim Directive (NID): https://www.nssc.nasa.gov/travel
 
 
Please complete this Travel Request Form and click the e-mail record button on the last page to submit to NSSC-TravelPreparers@nasa.gov.  This form will assist our travel preparers in completing your travel reservations and authorization in FedTraveler.com. Items marked * are required fields. If you are unable to complete the form entirely and need to save your entries, you can save the form on your desktop and then return later to complete and e-mail. Once your form is received and in process, a Travel Preparer will contact you to confirm your travel plans. After your travel authorization has been approved in FedTraveler.com, you will receive an e-mail notification.  You will receive your travel itinerary once your reservations are confirmed. 
Please complete this Travel Request Form and click the e-mail record button on the last page to submit to NSSC-TravelPreparers@nasa.gov.  This form will assist our travel preparers in completing your travel reservations and authorization in FedTraveler.com. Items marked * are required fields. If you are unable to complete the form entirely and need to save your entries, you can save the form on your desktop and then return later to complete and e-mail. Once your form is received and in process, a Travel Preparer will contact you to confirm your travel plans. After your travel authorization has been approved in FedTraveler.com, you will receive an e-mail notification.  You will receive your travel itinerary once your reservations are confirmed. 
Section 1. Traveler Information (continued)
Section 1. Traveler Information (continued)
1m. Accounting / Charge Code*
1m. Accounting / Charge Code * Section
1m. Accounting / Charge Code * Section
Section 2. Transportation Information
Section 2. Transportation Information
*Note: Cost Comparison is required if preferred mode is not chosen.(FTR 301-10.3; 301-10.4; 310-10.309; 301-10.200)
Note: Cost Comparison is required if preferred mode is not chosen.(FTR 301-10.3; 301-10.4; 310-10.309; 301-10.200)
Note: Cost Comparison is required if preferred mode is not chosen.(FTR 301-10.3; 301-10.4; 310-10.309; 301-10.200)
Traveler Information
Traveler Information
Section 2. Transportation Information (continued)
Section 2. Transportation Information
Section 3. Rental Car Information
Section 3. Rental Car Information
Section 4. Lodging Information
Section 4. Lodging Information
4e. If lodging reservations were made outside of the system, attach reservation confirmation / e-mail along with this request form to the preparer.  Also include justification below for making reservations outside the eTravel system. (See NID 9700.2 App .A and FTR §301-11.11; 301-50.2)
4e. If lodging reservations were made outside of the system, attach reservation confirmation/email along with this request form to the preparer.  Also include justification below for making reservations outside the eTravel system. (See NID 9700.2 App .A and FTR §301-11.11; 301-50.2)
4e. If lodging reservations were made outside of the system, attach reservation confirmation/email along with this request form to the preparer.  Also include justification below for making reservations outside the eTravel system. (See NID 9700.2 App .A and FTR §301-11.11; 301-50.2)
4f.
4f. Request for Actuals and Justification Section
4f. Request for Actuals and Justification Section
Traveler Information
Traveler Information
Section 4. Lodging Information (continued)
Section 4. Lodging Information
Section 5. Expenses - Please Input Estimated Amounts for All Expected Expenses.
                                 Any items left zero will not be included on the authorization.
Section 5. Expenses - Please input Estimated Amounts for all Expected Expenses.  Any items left zero will not be included on the authorization.
Section 5. Expenses - Please input Estimated Amounts for all Expected Expenses.  Any items left zero will not be included on the authorization.
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