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1.0 Introduction 
 
The NASA Shared Services Center (NSSC) is responsible for providing assistance to 
individuals authorized by NASA for Extended Temporary Duty (ETDY) travel. 
 
The NSSC provides the following service in accordance with Federal Travel Regulations 
(FTR) 301 and NASA policy guidance 
 
To obtain information on the External Audit Documentation Pull and Request for 
Extension, access the link to Financial Management Division / Internal Review Work 
Instructions and Procedures, NSPWI-9000-0003 or copy and paste the URL below into 
your Web browser: 
https://dm.nssc.nasa.gov/servlet/dm.web.Fetch?did=1610454&rev=$latest 
 
2.0 Purpose 
 
To outline Agency procedures followed by the NSSC related to the processing of 
Extended TDY Counseling for ETDY Travelers 
 
3.0 Applicability/Scope 
 
In accordance with Federal regulations and NASA policy, the NSSC is responsible for 
providing Extended TDY Counseling for ETDY Travelers on a request basis. 
 
The NSSC shall use Core Financial Software – Services, Applications and Products 
(SAP) R/3 – to perform the financial management activities. Financial Management is 
required to use Business Object (BOBJ) for reporting, query and reconciliation activity. 
NSSC is required to adhere to NASA Interim Directive (NID), NASA Procedural 
Requirements (NPRs), NASA’s Enterprise Performance Support System (EPSS), and 
other applicable Federal regulations and NASA policies and procedures. The NSSC 
shall provide Extended TDY Assistance in accordance with Agency guidelines. 
 
4.0 Privacy Data 
 
All participants involved must ensure protection of all data covered by the Privacy Act.  
 
5.0 Records 
 
The Extended TDY Assistance Service Delivery Guide outlines processes that include 
the creation and receipt of NASA official records as defined by NPR 1441.1. These 
records are included in the Travel functional Master Records Index (MRI), applicable 

https://dm.nssc.nasa.gov/servlet/dm.web.Fetch?did=1610454&rev=$latest
https://dm.nssc.nasa.gov/servlet/dm.web.Fetch?did=1610454&rev=$latest
https://dm.nssc.nasa.gov/servlet/dm.web.Fetch?did=1610454&rev=$latest
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NASA Records Retention Schedule (NRRS) or General Records Schedule (GRS) items 
that provide retention/disposition authority.) 
 
6.0 Cancellation/Supersession of Previous Documents 
 

This document supersedes NSSDG-9740-0001 Revision 5.0 
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PROCESS 1 - ETDY ASSISTANCE COUNSELING 
 

Extended TDY Assistance Process Flow                                                                              

Employee

Center

NSSC (SP)

NSSC (CS)

Start Webform 

Receives webform 
and sends Intro 
email to Traveler

Completes 
SATERN training 

and Optional 
ETDY Video 

Caseworker 
contacts customer 

for one-on-one 
assistance

ETDY Assistance 
Checklist completed 

and emailed 

Traveler 
completes 

webform initiating 
notice of ETDY 

Plans

Submits TA for 
Approval

Authorizing official 
approves TA and it 

is funded

Submits Travel 
Vouchers End

 
Process 1 - ETDY Assistance 
 
STEP 1. Traveler notifies NSSC of impending ETDY assignment 

 
A. Traveler notifies NSSC via the ETDY Questionnaire of an impending 

ETDY assignment. This notification includes information such as the name 
of the employee, the duration of the ETDY and contact information. The 
NSSC Travel Office receives this questionnaire via a work management 
system Case and Task. 
 

1. See Appendix A for Extended TDY Questionnaire which is 
accessed at NSSC Customer Service Web Site, Extended TDY tab 
under the Travel tab. 
 

B. Output: NSSC notified of impending ETDY assignment. 
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STEP 2. NSSC Travel sends introductory e-mail to the traveler to commence 

assistance 
 

A. NSSC Travel Office assigns Case and Task to a caseworker to assist 
traveler during their ETDY assignment. 

 
B. Traveler is sent introductory e-mail containing instructions for accessing 

the ETDY Orientation course via System for Administration, Training, and 
Educational Resources for NASA (SATERN). The traveler’s Center travel 
office is copied on the e-mail. Through the training, the traveler will receive 
orientation regarding ETDY policies, procedures and entitlements. The e-
mail also provides the name of the NSSC caseworker that will be assisting 
them. 

 
C. NSSC notifies traveler of next steps to be taken. 

 
STEP 3. Traveler completes SATERN Training on ETDY. 

 
A. Traveler completes ETDY Orientation course in SATERN. If Traveler 

chooses not to take the orientation and proceed with assistance, they may 
notify the NSSC Customer Contact Center. This information is included in 
the introductory e-mail. 

 
B. Output: Traveler complete training action. 
 

STEP 4. NSSC Travel reviews ETDY Assistance Checklist with the traveler. 
 

A. NSSC caseworker calls traveler to set up an appointment to review the 
ETDY Assistance Checklist. It is suggested that the employee reserve a 
minimum of an hour for this appointment. Caseworker makes a note of the 
call made in the case or task. 

 
B. In the event caseworker cannot reach traveler via telephone, an e-mail will 

be sent requesting traveler to contact the NSSC caseworker to set up an 
appointment time. 

 
1. See Appendix E for e-mail language. 

 
C. NSSC caseworker contacts traveler at the appointed time and reviews the 

ETDY Assistance Checklist which includes information on ETDY policies, 
procedures and entitlements in accordance with FTR and NASA Interim 
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Directive. The review is documented in the checklist. The caseworker 
documents any unanswered questions for follow up. 

 
D. A closing message and a copy of the completed ETDY Assistance 

Checklist are e-mailed to the traveler and copy the Center travel office. 
 
E. Output: Counseling and employee’s ETDY Assistance Checklist are 

completed. 
 

STEP 5. Traveler submits proposed Authorization. 
 

A. The traveler/preparer completes the ETDY Travel Authorization in the 
eTravel System. 

 
1. NSSC Caseworker is available for answering questions about 

ETDY policies.  
 

STEP 6. NASA Center funds and approves ETDY.  
 

A. The NASA center authorizing official funds/approves the ETDY 
authorization.  

 
STEP 7. Traveler submits travel voucher. 

 
A. The traveler / preparer submits travel vouchers and receipts electronically 

via the eTravel System. Employee electronically signs voucher 
 

1. NSSC Caseworker is available for answering questions about 
ETDY policies. 

 
STEP 8. Center Funds Approver and Center Travel Supervisor approve the travel 

voucher. 
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SYSTEM COMPONENTS (EXISTING SYSTEMS) 
 

IT System Title IT System Description Access Requirements 

ServiceNow Work Management System N/A 

SATERN 
System for Administration, 
Training, and Educational 

Resources for NASA 
N/A 

CGE Current government eTravel 
system SAP 
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CUSTOMER CONTACT CENTER STRATEGY 
 
Each activity requires a clearly defined contact center strategy which answers the 
question “Who will answer the call and handle the request?” and defines the escalation 
parameters for the activity. Because of the varied nature of the NSSC’s activities and 
the volume of transactions, each activity has a unique contact center strategy. Refer to 
the NASA Shared Services Customer Contact Center Service Delivery Guide for the 
contact center strategy for this activity. 
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APPENDIX A – EXTENDED TDY QUESTIONAIRE 
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APPENDIX B – INTRODUCTORY E-MAIL LANGUAGE 
 
To be sent from NSSC Travel Office mailbox 

Subject: Extended TDY Assistance 

Importance: High 
 
Dear (Mr./Ms. Customer Name), 

Thank you for completing your ETDY (Extended Temporary Duty) questionnaire. 
(Caseworker name) has been assigned to assist you during your ETDY assignment. 

We recommend that you view the short video on ETDY that is available on our Web site 
(https://www.nssc.nasa.gov/extendedtdy) and take the ETDY orientation course, which 
is available in the System for Administration, Training, and Educational Resources at 
NASA (SATERN). Please follow the instructions below to locate the course. 

1. Once logged into SATERN, click in “Catalog” 
2. Type “Extended TDY” and then click search. 
3. Locate “NSSC EXTENDED TDY BRIEFING” 
4. Click on content then course to launch. 

 
(Caseworker name) will be contacting you to set up an appointment to further review 
your specific ETDY assignment and to address any questions you may have. 

If you choose not to take the orientation course, please contact the NASA Shared 
Services Center (NSSC) by e-mail at nssc-contactcenter@nasa.gov or call 1-877-677-
2123 (1-877-NSSC123) so we may proceed with setting up an appointment. 

We also highly recommend you review the NASA Desk Guide on Domestic Extended 
Temporary Duty (ETDY). 

We look forward to working with you and assisting you during your ETDY assignment. 

Thank you, 

NSSC Travel Office 

Web: http://www.nssc.nasa.gov/customerservice 

Fax: 1-866-779-6772  

https://www.nssc.nasa.gov/portal/site/customerservice/menuitem.ed7e789e3246c0e3124403100788576c/
https://www.nssc.nasa.gov/extendedtdy
https://saterninfo.nasa.gov/default.html
mailto:nssc-contactcenter@nasa.gov
https://searchpub.nssc.nasa.gov/servlet/sm.web.Fetch/NSSC-FM-SREF-3000-0039_Rev.B_11-4-2009.pdf?rhid=1000&did=395206&type=released
https://searchpub.nssc.nasa.gov/servlet/sm.web.Fetch/NSSC-FM-SREF-3000-0039_Rev.B_11-4-2009.pdf?rhid=1000&did=395206&type=released
http://www.nssc.nasa.gov/customerservice
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APPENDIX C – APPOINTMENT SCHEDULE FOLLOW UP E-MAIL 
LANGUAGE 

 
Dear (Mr./Ms. Customer Name), 
 
(Caseworker name) has been assigned as your Extended TDY caseworker and will be 
personally assisting you during your assignment. At your convenience, we would like to 
speak with you about the details of your Extended TDY. The call will take approximately 
one hour of your time. 

Please contact us by phone at 1-877-677-2123 (1-877-NSSC123) or by e-mail (nssc-
contactcenter@nasa.gov) and let us know a date and time that would be convenient for 
you to speak with your Extended TDY caseworker. 

As an additional resource, please view the Extended TDY video at 
www.nssc.nasa.gov/etdyvideo. 

We look forward to assisting you during your Extended TDY assignment. 
 
Thank you, 
 
NSSC 
Travel Office 
Web: http://www.nssc.nasa.gov/customerservice 
Fax: 1-866-779-6772 

  

mailto:nssc-contactcenter@nasa.gov
mailto:nssc-contactcenter@nasa.gov
http://www.nssc.nasa.gov/etdyvideo
http://www.nssc.nasa.gov/customerservice
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APPENDIX D – EXTENDED TDY ASSISTANCE CHECKLIST 
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APPENDIX E – POST INTERVIEW E-MAIL LANGUAGE 
 
Dear (Mr./Ms. Customer Name), 

Thank you for contacting your Extended TDY caseworker to review the details of your 
travel assignment. We hope the information provided by your caseworker is helpful to 
you during your assignment. We attached a copy of the completed Extended TDY 
Checklist used during the phone call. 

We also highly recommend you review the NASA Desk Guide on Domestic Extended 
Temporary Duty. If you have not already done so, please review the Extended TDY 
video at www.nssc.nasa.gov/etdyvideo. 

If you have any further questions, please contact (caseworker first name) by e-mail at 
nssc-contactcenter@nasa.gov or call 1-877-677-2123 (1-877-NSSC123). 

We look forward to assisting you during your Extended TDY assignment. 

Thank you, 

NSSC 
Travel Office 
Web: http://www.nssc.nasa.gov/customerservice 
Fax: 1-866-779-6772 

  

https://searchpub.nssc.nasa.gov/servlet/sm.web.Fetch/NSSC-FM-SREF-3000-0039_Rev.B_11-4-2009.pdf?rhid=1000&did=395206&type=released
https://searchpub.nssc.nasa.gov/servlet/sm.web.Fetch/NSSC-FM-SREF-3000-0039_Rev.B_11-4-2009.pdf?rhid=1000&did=395206&type=released
mailto:nssc-contactcenter@nasa.gov
http://www.nssc.nasa.gov/customerservice
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APPENDIX F – EXTERNAL AUDIT DOCUMENTATION PULL AND 
REQUEST FOR EXTENSION 

 
To obtain information on the External Audit Documentation Pull and Request for 
Extension, access the link to Financial Management Division / Internal Review Work 
Instructions and Procedures, Document # NSWI-9000-0002 or copy and paste the URL 
into your web browser: 
https://dm.nssc.nasa.gov/servlet/dm.web.Fetch?did=1610454&rev=$latest 
  

https://dm.nssc.nasa.gov/servlet/dm.web.Fetch?did=1610454&rev=$latest
https://dm.nssc.nasa.gov/servlet/dm.web.Fetch?did=1610454&rev=$latest
https://dm.nssc.nasa.gov/servlet/dm.web.Fetch?did=1610454&rev=$latest
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APPENDIX G – ACRONYMS 
 
BOBJ Business Object 

CGE Concur Government Edition 

EPSS Enterprise Performance Support System 

ETDY Extended Temporary Duty 

FTR Federal Travel Regulations 

GRS General Records Schedule 

IT Information Technology 

MRI Master Record Index 

NID NASA Interim Directive 

NPR NASA Procedural Requirements 

NRRS NASA Records Retention Schedule 

NSSC NASA Shared Services Center 

SAP Services, Applications and Products 

SATERN System for Administration, Training, and Educational Resources for NASA 
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