




Travel Cost Request 
Form (TCRF) 

5 Days

Form 10089b

15 Days

Travel Summary 
Report (TSR) 

40 Days

Form 10089a

45 Days



 Yes, “b” comes before “a”
 AKA “Post Conference Certification Form” (PCCF)
 Due 15 days post event
 Captures basic event information

◦ Whenever possible, use info exactly as it appears on Approved CP
 Must be signed by RCE
 Naming Convention: Conference Package (CP)# or EMAP ID 

plus document title
◦ Example: “5418_10089b”



 AKA “Final Conference 
Report” (FCR)

 Due 45 days post event
 Captures final event costs
 Must be signed by the RCE
 Page 2 contains additional 

information/instructions
 Naming Convention: CP# or 

EMAP ID plus document title
◦ Example: “5418_10089a”



 Use estimates from “Conference Cost 
Estimate” (VA Form 10008a) page of the 
approved Conference Package (CP).

 Cost estimates and total on 10089a must 
match the approved CP.

 *“Lodging Tax” from the 10008a, should be   
combined with “Other” from the 10008a and 
the sum recorded in the “Other Traveler 
Expenses” field on the 10089a.





 Some information is captured on both the 
10089b and the 10089a.

 This information must always match:
◦ Conference Title*
◦ Location of Conference*
◦ Conference Start Date*
◦ Conference End date*
◦ Number of VA Employees in Attendance
◦ RCE Signature

*Use info exactly as it appears on 
Approved Conference Package



 100% Complete TSR
 Rental Car/Transportation Combined
 Total Sponsored/Out of Pocket Not Calculated in Total
 Categorical Disagreement of Parking

10089a
TSR
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 If you have any supporting documentation for 
costs available, submit it along with your 
10089a
◦ Attendee list
◦ Receipts/Invoices
◦ Contracts

 You can contact sean.dailey@va.gov for a 
review of your 10089b/10089a prior to 
getting RCE signature

 Make sure you are using the most current 
10089a form, dated “Feb 2017”

mailto:sean.dailey@va.gov




 Location
◦ Ex. Washington D.C. vs Crystal City

 Dates
 Number of VA Employees
◦ 10089b vs 10089a

 Signature
 TSR <100%
 Rounded/Estimated Costs



 Does the RCE need to resign the document?
◦ Number of Attendees—No
◦ Location—No
◦ Dates—No 
◦ Cost in Wrong Category—Yes
◦ Missing/Extra Costs—Yes

Any change made to money requires a new signature



 Invitational Traveler/Special Gov’t Employee 
are most common 

 Should be included on TSR request
 Should be recorded as “VA Employee” for 

attendance purposes on 10089b/10089a

VA Financial Policies and Procedures: Conference Planning, 
Reporting, and Oversight Volume XIV-Ch. 10 (March 2015)





True or False?

Forms 10089b and 10089a can be signed 
using digital PIV signature.



True.  Digital PIV signatures are acceptable.



You’ve just submitted a 10089a that stated 
there were 87 “Total Attendees” for your event.  

The previously submitted 10089b stated that 
there were 84 “VA Employees” in attendance.  

Will your documents be returned for 
corrections since these numbers don’t match?



No.  Your forms will not be returned because 
these numbers don’t match.

10089b

10089a



The RCE for your event, Dr. Koothrappali, is the 
Medical Center Director and on annual leave for 
the next two weeks.  In his absence, Dr. Cooper 
is officially serving as “Acting Medical Center 
Director”.

Can Dr. Cooper sign form 10089a to close out 
reporting for your event and avoid delinquency?



No, Dr. Cooper can’t sign since Dr. Koothrappali
is the RCE of record on the Approved CP.

However, if form 10008e is completed to 
officially appoint Dr. Cooper as the RCE, then he 
could sign.  Keep in mind that Dr. Cooper would 
also have to go back and re-sign form 10089b 
so that the signatures on both forms match.
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