Department of the Interior, Office of the Secretary
Office of Wildland Fire
Guide for Invitational Travel

Note: Individuals must be a non-federal member (or alternate member) traveling for the Wildland Fire
Executive Council, Regional Strategy Committees, and Cohesive Strategy Subcommittee.

FIRST STEP is the SETUP — one-time ONLY - Complete the following attached two PDF fill-able
forms (must be typed), sign form, and fax to Eileen Zahara at:
Fax: 208-334-1549 (Fax only, do not scan and e-mail, due to Personal Identifiable Information (PII)
contained on the form):

o Attachment I- OS/OST Vender Form

o Attachment 2- GovTrip: Invitational Traveler Access Form

BEFORE EACH TRIP
o Complete Attachment 3-Invitational Travel Authorization/Voucher Worksheet (this can be hand
written and faxed back)
o Select estimated additional costs to be incurred in addition to airfare:
= Baggage fee
Lodging
Meals and Incidental Expenses (M&IE)
Rental Car/Rental Car Fuel
Parking Fees
Taxi/Shuttle/Metro
m  Other
o Lodging and M&IE Rates will be allowed at the GSA Standard reference http://
www.gsa.gov/portal/category/21287). Please check Lodging Per Diem Rate before
confirming lodging reservations (only Federal Government Rate or lower allowed).
o Per Presidential direction all Federal Government Employees/Invitational Travelers
must reserve compact cars only.
Receipts are required for all costs incurred
Email worksheet to Eileen Zahara

Eileen Zahara, eileen_zahara@ios.doi.gov, 208-334-1560

e Please allow 7-10 business days prior to trip.

AFTER EACH TRIP
e Fill in actual costs incurred on the Invitational Travel Authorization/Voucher Worksheet
(Attachment 3).

Fill in actual mileage from/to airport or meeting on POV Mileage Log and sign (Attachment 4).
e Attach all receipts (no meal receipts required). Meal expenses are covered in the daily per diem
paid.
e Fax or scan copy of receipts to Eileen Zahara business days of completion of trip. Fax number:
208-334-1549
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