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Memo
To:
Federal Student Aid (FSA)
From:
Administration Division
CC:
Sharon A. Smith
Date:
10/2/2012
Re:
Exempt and Non-Exempt Travel Authorizations
Executive Office of the President Memorandum to the Heads of Executive Departments and Agencies (M-12-12), dated May 11, 2012, directed agencies to reduce their Non-Exempt travel budgets by at least 30 percent of their FY10 expenses.  Agencies must maintain this reduced level of spending for FY13 through FY16.  The Budget Support Division calculated and provided the FY13 travel budget to each business unit based upon the FY10 actual expenses. FSA will be required to report actual Exempt and Non-Exempt travel expenditures.
Exempt travel is for school, lender, servicer, guaranty agency, and contractor oversight and compliance.  Everything else is considered Non-Exempt travel including, but not limited to, conferences (presenting or non-presenting), training (giving or receiving), publication distribution, college fairs, and regional visits. The one exception is travel to conduct mandatory new school training (Fundamentals of Title IV Administration).
We will be using the E2 system to manage and report Exempt and Non-Exempt travel expenses to OMB.  It is very important that travelers, travel approvers, and travel certifiers verify that the appropriate information is entered into the system. 
All travel authorizations created in E2 must:

· Indicate the appropriate reason for travel in the “Select Reason for Travel” drop down box.

· Type Exempt or Non-Exempt first in the “Specific Travel Purpose” travel authorization box.  Since there is limited space in this box, more detail such as the school or contractor you are visiting should be typed in the “Remarks” section.  Type Non-Exempt in the “Specific Travel Purpose” travel authorization box for the Fall Conference.    
Travel authorizations that do not have Exempt or Non-Exempt will be returned to the traveler.  If the document is certified without the Specific Travel Purpose code it will automatically be processed as a Non-Exempt travel authorization.

If a travel authorization is processed under an Emergency Travel Authorization, the traveler must send an email with the travel itinerary from Carlson attached and the email must state if the travel is Exempt or Non-Exempt.  The traveler will later process the travel authorization in E2 with the information requested above.

If you have questions or need further guidance on processing, please contact Sharon A. Smith, 
FSA Travel Coordinator on (202) 377-3027.
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