Please return (1) completed Application form (page 1 only) , (2) Employee Acknowledge sheet below, and (3) Training Certificate to the address below.
.
Energy Finance and Accounting Service Center

Accounting Operations Division

Financial Services Branch

Travel Team

Room C-277

Or Fax to (301) 903-0326
In addition to the application, we now require the training certificate to be completed and sent.  It can be obtained on the following website.

http://fss.gsa.gov/webtraining/trainingdocs/traveltraining/index.cfm
If you have any questions, please call (301) 903-2500, option 4, option 2.

U.S. Department of Energy

Energy Finance and Accounting Service Center

Accounting Operations Division/Financial Services Branch/Travel Team

**********************************************************

EMPLOYEE ACKNOWLEDGMENT

**********************************************************

I certify that I will abide by such policies, procedures and other instructions that may be issued by the Department of Energy and Bank of America pertaining to the use of the card issued to me for the purposes of conducting official government travel.



___________________________________________________

Employee Signature

_______________________







Ten-Digit Organization Code




___________________________________________

Name of Organization that Corresponds to Org. Code

_______________________________

Anticipated Travel Date

_______________________________

Supervisor’s Printed Name

_______________________________


____________

Supervisor’s Signature





Date
