
Frequently Asked Travel Questions
HHS Detail

Thank you for volunteering to support the Unaccompanied Children (UC) mission.
Below is travel guidance for deployment and orientation at the Personnel Mobilization
Center (PMC) in Irving (near Dallas), Texas and beyond. Please read all the guidance
carefully.

How do I obtain a ConcurGov account?
Please use this link for instructions on how to obtain a ConcurGov account.

How do I access ConcurGov?
Access the system by typing travel.gsa.gov into your browser for single sign-on (SSO)

How do I apply for a travel card?
Use this link below to start the travel card application process.  Please make sure the
travel card coordinator knows your deployment date to determine whether your travel
card will need to be expedited.

How do I add my travel card to my Concur profile once received?
Use this link for instructions on how to add your travel card to your Concur profile.

How long should the initial authorization be?
It is important that all detailees create their authorization for the full 120 days.  Even if
you don't know yet how long you will stay, making the approved authorization span 120
days will allow you to call Adtrav and make reservation changes anytime during that
period without further approvals needed.  You should make the TDY location
Dallas/Irving to begin with and once you know their other destination(s), you can amend
the authorization later when doing the voucher.

What TDY location should I use for my authorization?
Use your first location to begin (Dallas/Irving). Once you know your next location, the
authorization can be amended at a later time.

Who do I contact to make or change reservations in ConcurGov?
Contact our travel management center (ADTRAV) at 1-877-472-6716. Please make
every effort to contact ADTRAV during normal business hours (7:00 am-10:00 pm EST
Monday - Friday) to make any required changes. ADTRAV can be reached 24 hours a
day for emergencies. It is critical that if you are calling Adtrav to make reservation
changes or subsequent reservations, you tell them you are part of the HHS detail

https://docs.google.com/document/d/1BcNpVLZ082sqSXqTGzPuuIjSRC7EtZ504VA2KNbEu_Y/edit
http://travel.gsa.gov/
https://insite.gsa.gov/employee-resources/acquisition-purchases-and-payments/gsa-travel-card/travel-card-application-renewal-procedures
https://insite.gsa.gov/cdnstatic/insite/concurgov_gsa_establishing_a_profile.pdf


and provide them your approved travel authorization number from ConcurGov
(TANUM #).  If you don’t know what your TANUM is, please email
cge-access-requests@gsa.gov and ask for assistance.

How do I make initial reservations/complete authorization?
Begin by making your reservations by either using ConcurGov or calling our travel
management center Adtrav. Once reservations are made, a travel authorization will be
automatically created for you. Use this link for instructions on how to make air
reservations in ConcurGov. Use this link for instructions on how to make lodging or
rental car reservations in ConcurGov. Use this link for instructions on how to complete
an authorization in ConcurGov.

What is the proper line of accounting (LOA) to use for the HHS UAC detail?
Label: HHS Detail
Fiscal Year: 2021
BBFY: 2021
EBFY: N/A
FUND CODE: 262X
REGION: 00
PROGRAM CODE: EXUC
ORGANIZATION CODE: S00C1000
SUB OBJECT CLASS: D02
ACTIVITY CODE: EXUCP
PROJECT CODE: N/A
BUILDING NUMBER: N/A
WORK ITEM: N/A
SYSTEM: N/A
AGREEMENT NUMBER: N/A
AGREEMENT LINE NUMBER: N/A
CONTRACT NUMBER: N/A

It should look like this:

mailto:cge-access-requests@gsa.gov
https://insite.gsa.gov/topics/travel-and-events/reservations-and-travel-information/travel-management-services-from-adtrav
https://insite.gsa.gov/topics/travel-and-events/reservations-and-travel-information/travel-management-services-from-adtrav
http://assets.concur.com/concurtraining/cge/cge_create_reservation/index.html
http://assets.concur.com/concurtraining/cge/cge_create_car_and_hotel_reservation/index.html
http://assets.concur.com/concurtraining/cge/cge_create_auth/index.html


How often should I submit a travel voucher?
When you are ready to voucher (at least once every 30 calendar days while on a
continuous or long term travel status) it is critical that you follow the procedures for
filing an interim voucher. This is a different process than a normal TDY voucher. The
biggest difference is that travelers must ensure that the Final Voucher flag is unchecked
before filing the interim vouchers. That makes it possible for multiple vouchers to be
filed against one authorization.  Also, please review the voucher and accuracy and
insert all supporting receipts.

● Please use this link for instructions on how to prepare the first interim voucher.
● Please use this link for instructions on how to prepare a subsequent interim

voucher.
● Please use this link for instructions on how to prepare a final voucher.

For assistance or questions on the interim voucher process, please email
cge-access-requests@gsa.gov.

What receipts do I include in my voucher?
Receipts that must be uploaded to ConcurGov to support your voucher. For TDY travel,
receipt requirements include:

https://docs.google.com/document/d/1R_no-T7gEVzA6_o6D2Ejr0vKMAesDQkl5Hw_DFCu6KU/edit?usp=sharing
https://docs.google.com/document/d/1TQF1sLd8KM-ZdzccARVB_iu7W8FC0fe3DgtMffFAR-c/edit?usp=sharing
https://docs.google.com/document/d/1SDYtiU3fDOu5T1U4ArJDIXcQ0DehwmG1-Hi3UTCQDhA/edit?usp=sharing
mailto:cge-access-requests@gsa.gov


● Provide receipts for all lodging, rental car, registration fees, and shipping fees
regardless of amount,

● Provide receipts for all air and train tickets if charged to the individual billed travel
card (IBA) regardless of amount, and

● Provide receipts for all other allowable travel expenses (to include tips) if over
$75.

Receipts are not required for meals or incidental expenses. Travelers are reimbursed on
a no-itemization method and are paid the standard daily M&IE per diem regardless of
actual meal expenses.

How do I make reservations in Concur if I do not have a travel card?
Lodging and rental cars cannot be booked in Concur without a government travel card
saved to your Concur profile.  You should AdTrav and book hotel reservations and hold
them with a personal credit card if you have not received your GSA travel card yet.
Once you get your card prior to check-in at the hotel, you can present that card and
update the reservation with its information. If you haven't received your card before you
depart, any expenses charged to the personal card should be settled to cash when
submitting your voucher. You then must pay your credit card charges associated with
the trip directly.

What if I have a pending travel card application and have not received the card
yet? Can I get a travel advance?

If traveler has not received their travel card but needs to make reservations to travel
imminently, it is suggested that they:

● Book your flight in ConcurGov or by calling Adtrav. The flight will be paid for by
the agency and so no expense out of pocket from the traveler.

● Book your hotel by using a personal credit card. Call Adtrav, ask for the
Fedrooms or government rate.  Hotels can be reserved with a personal card and
once the GSA travel card is received, switch out the payment method at the hotel
directly.  Normally, a hotel does not charge a card until check-out (for long-term
stays, ask the hotel how often they will charge the card).

● Meals & Incidentals (M&IE): Utilize a personal credit card until your GSA travel
card arrives. Again, M&IE is fixed rate, regardless of actual meal expenses.

● Baggage fees/transportation: Utilize a personal credit card until your GSA travel
card arrives. Travelers will only be reimbursed for baggage fees and
transportation (e.g., cabs, TNCs) when an interim voucher is processed in
ConcurGov.

https://insite.gsa.gov/topics/travel-and-events/reservations-and-travel-information/travel-management-services-from-adtrav


If a traveler still decides they need an advance, please be advised that the advance
would be completed through the finance office and completely outside of ConcurGov
(please refer to Travel Advances policy and contact Financial Shared Services Provider
(FSSP) directly for further instructions: kc-travel.finance@gsa.gov). The traveler would
have to submit required paperwork and request an advance only for the period of time
needed until the GSA travel card arrives.  The voucher to cover the advance would
have to be processed on paper as well and closed out with the FSSP directly.  Once
that occurs, the traveler would then need to create an authorization in ConcurGov to
cover the rest of the trip utilizing the GSA travel card.

May I take a cash advance through an ATM machine using my GSA travel card?
The primary purpose of the travel card is to charge official travel-related expenses. The
travel card can be used for most, if not all expenses, eliminating most of the need for
travelers to use cash. ATM withdrawals should be limited in frequency and
amount necessary to cover out-of-pocket expenses that cannot be charged to a travel
card. GSA limits ATM withdrawals to 10 percent of the account credit limit in a monthly
billing cycle. ATM transactions will appear on the cardholder’s travel card billing
statement and the cardholder is responsible for reimbursing the travel card bank for the
advance/withdrawal by the travel card billing statement due date. A travel advance
obtained with a travel card (ATM withdrawal) will not be included on the travel voucher.

What type of rental vehicle can I rent?
You must obtain the lowest cost compact car unless approved for a larger vehicle based
on meeting one or more of the justifications listed in FTR §301-10.450(c) (e.g.,
accommodating multiple employees authorized to travel together). When authorized to
use a higher class or larger sized vehicle, the traveler should reserve the lowest class of
car that meets the needs for the number of travelers and travel points necessary to
perform the mission. You must include a statement justifying the need for such vehicle
in your authorization. When multiple GSA employees are traveling in the same rental
vehicle, reimbursement for the expense will be limited to only one employee. Gasoline
for rental vehicles is an allowable transportation expense when incurred while on TDY.

Where can I find the GSA temporary duty travel policy?
Access all travel policy at this link.

Who do I contact for assistance with ConcurGov authorizations or vouchers?
For assistance with ConcurGov, contact the Business Applications Service Desk
(weekdays 7:30am - 7:30 pm (EST))  at:

https://insite.gsa.gov/cdnstatic/insite/OAS_57351_Travel_Advances_Policy_Signed_on_October_2__2015.pdf
https://www.gsa.gov/policy-regulations/regulations/federal-travel-regulation-ftr/i1206091#i1205588
https://insite.gsa.gov/topics/travel-and-events/travel-and-relocation-policy-and-procedures


Phone: (866) 450-6588
Email: businessapps@gsa.gov

Who do I contact if I need routing changes in ConcurGov?
If you need assistance with organizational/routing list changes, adding lines of
accounting, system performance issues, adding/changing approvers, or policy
questions please contact cge-access-requests@gsa.gov.

Please email cge-access-requests@gsa.gov if you have any questions not
covered in this document.

mailto:cge-access-requests@gsa.gov
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