COST CENTER:


TRAVEL SERVICES (6462)

DISTRIBUTION FACTOR:

Number of Travelers Serviced – modifiable.

	SERVICE OFFERED
	SAMPLE PERFORMANCE STANDARD
	POSSIBLE ASSESSMENT FACTORS

	( Prepare travel orders and GTRs/Travel Manager/ or other documentation

( Advise personnel on travel regulations, per diem rates, and travel policies pursuant to 6FAM and Federal Travel Regulations

( Provide tickets and confirmations


	( Travel documents prepared within X business days of receipt of necessary information

( Travel unit employees available at regular, posted times (e.g., daily from X-X PM) for consultations and questions from customers

( Tickets available for pick-up X hours prior to travel


	Number of documents not meeting standard 

Was the travel office open during stated hours of business?

Were tickets available in time for travel?


