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Office of Surface Mining Reclamation and Enforcement 

SF-115 Attachment
 
NARA Job No. Nl-471-10-2.
 

System Name: Travel Manager System
 

System Description: The Travel Management System provides users with current per diem
 
rates. It contains policy and guidance for dealing with official travel, as well as documents for
 
arranging and managing official government travel, such as travel vouchers, car rentals, lodging,
 
other travel forms, and related records pertaining to commercial and noncommercial agency
 
travel and transportation.
 

Disposition: TEMPORARY. Cut off when voucher/travel reimbursement has been disbursed.
 
Destroy 6 years and 3 months after cut-off.
 



System Point of Contact: Jape Abruscato 303-236-0330 x288
 

Program Office:
 
Department of Interior (DOl), Office of Surface Mimng Reclamation and Enforcement (OSM),
 

Related Records: 302-11 Travel and Reimbursement Files. Memorandum copies of
 
vouchers (SF -1113A), Memorandum copies of transportation requests (SF -1169), travel
 
authorizations; transportation request registers; and records relating to reimbursing individuals,
 
such as travel orders, per-diem vouchers, hotel reservations, and all supporting papers
 
documenting official travel of officers, employees, dependents, or others authorized by law to
 
travel.
 

a.	 Issuing office memorandum copy and travel administration office files
 
Destroy when 3 years old
 

b.	 Obligation copies.
 
Destroy when funds are obligated.
 

c.	 Unused tickets redemption forms, such as SF-1170.
 
Destroy when no longer needed for administrative use
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