Trip Cancellation
Short Version p.7-1 GovTrip User Version 2.0

(Assumption: Trip did not happen or was less than 12 hours)
Traveler or Arranger is responsible to call SATO to cancel the flights prior to departure. 
1.  Has the document been approved?

· Yes – Amend it

· No – Edit it

2.  Are there expenses that need a voucher?
· Airline ticketed?  TMC (SATO) Booking fee?

· Look at Signature Page for ticketing date and call SATO to verify EXACT expense
· If ticketed, there will be a TMC(SATO) fee  ($4.60 +) and the Voucher (TAV) Fee $15.00.
The CANCEL stamp cannot be reversed.  If expenses are discovered later, a new authorization will need to be created.

NO - Expense/Fee Method:

· Verify airfare cancellation with SATO
· On the authorization Trip Details type in, “Trip was canceled”

· Review/Sign ( Digital Signature ( Apply the stamp CANCELED

· All expenses and airfare PNR will be canceled

· Adjust the CATS entry

YES - Expense/Fee Method:
· On the authorization Trip Details type in, “ Trip was canceled”

· Make the authorization look like the only thing on it is the expense to be vouchered.

· Remove all reservations 

· If flights were not removed from the authorization prior to the travel date, they can only be removed on the voucher.
· Remove all expenses except those to be vouchered: TMC(SATO) & voucher (TAV) Fee
· Per diem location Dates ( Arrival Date = Departure Date (make same date)

· Itinerary ( Start Date = End Date (make the same date)

· Trip duration ( 12 hours or less

· Stamp it SIGNED

· Reviewer stamp it APPROVED

· Once Authorization is at POSACK Obligation create the Voucher

· Verify expenses to be reimbursed

· Stamp it T-ENTERED

· Reviewer stamp it APPROVED

· Adjust the CATS entry
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