
INSTRUCTIONS FOR COMPLETING NRC FORM 64, TRAVEL VOUCHERS (PART 1)

Type or handwrite this form using the instructions below. Ensure that all copies are legible. The traveler must initial any
erasures and alterations in totals on the voucher. An electronic version of this form is also available in InForms.

1. Authorization Number. Enter the Authorization
Number from NRC Form 279, "Official Travel
Authorization," Item No. 3.

2. Social Security No. Provide the travelers Social
Security Number.

3. Name. Provide travelers name using the surname,
first name, and middle initial.

4. Office Telephone. Indicate the travelers office
telephone number.

5. Mailing Address. Insert the address where
reimbursement is to be sent. If office address is
used, indicate mail stop.

6. Reclaim Voucher. Place an "X" in the appropriate
block.

7. Voucher Status. Applies to vouchers submitted
against "Blanket" or "Change of Station"
authorizations only. If more than one voucher will be
submitted, place an "X" in the "Partial" box. Place
an "X" in the "Final" box when the last voucher is
submitted.

8. Travel Period(s). Insert at "A." the date that travel
started (MMIDDIYYYY) and insert at "B." the date
that travel ended (MM/DDYYYY).

9. Official Duty Station. Indicate the place of the
traveler's designated headquarters or official station.
Enter "Consultant" for consultant travel or
"Invitational" for invitational travel.

10. Residence. Enter city and state of residence from
which employee commutes to work if different from
the address shown in Item 7.

11. Leave Taken. If travel is interrupted, specify annual,
sick, or other type of leave taken during the period of
travel.

12. Comparative Travel. Place an "X" if actual travel is
a result of personal preference rather than what is
officially authorized. To determine whether travel
was beneficial to the Government, specific details of
travel must be reconstructed on Part 2 (i.e. details
must compare actual travel with travel that was
officially authorized).

13. Type of Travel. Enter the type of travel performed,
e.g. Continental United States (CONUS/Domestic),
nonforeign outside CONUS (includes the States of
Alaska and Hawaii, the Commonwealths of Puerto
Rico and the Northern Mariana Islands, and the
territories and possessions of the United States),
foreign, or change of station (COS).

14. Method of Payment. Enter the method of payment
for reimbursement of travel expenses.

15. Airline Accommodations. Check all classes of
service that were authorized for the travel.

16. Expenses Claimed. Enter the appropriate amounts
from NRC Form 64A or NRC Form 64B.

17. -20.

Leave blank unless traveler purchased tickets using
a Govemment-issued charge card or cash (under
$100 or emergencies only) as documentation
required).

21. Traveler's Certification. The General Services
Administration (GSA) audits tickets purchased with
cash. This certification permits the Government to
recover any excess charges by carriers. Initial the
certification if applicable.

22. Read Carefully. Mark the appropriate boxes and
follow the instructions provided.

23. Travel Advance. Traveler must provide the amount
of advance received. Voucher Examiner will
complete the remaining portions of Item 23.

24. Signature - Traveler. Traveler must sign and date
in ink. The voucher shall not be signed by anyone
for the traveler.

25. Signature - Approving Official. Approving official
must sign and date in ink.

26. Examiner's Adjustments. Leave Blank.

27. Traveler Designation. The traveler shall designate
the person to whom cash payment shall be made
and sign and date the designation.

28. Cash Payment of Travel Voucher. Leave Blank.

29. Signature - Authorized Certifying Officer. Leave
Blank.

30. Accounting Classification. Leave Blank.


