Year-end travel procedures for VACO e-travel (Zegato):
The last day for entering new temporary duty and local travel authorities in E-travel system Zegato is Monday, September 22, 2003.  The traveler will have three days (Tuesday, September 23rd - Thursday, September 25th) to obtain approval for authorities and vouchers submitted into Zegato System.  Please ensure that all travel authorizations and vouchers that occurred prior to Monday, September 22, 2003, are completed in the e-travel system (Zegato).    

Zegato System will be close on Friday, September 26 - Tuesday, September 30, 2003.  During this time frame, Electronic Business Solution will archive all fiscal year 2003 travel records.  The E-travel System (Zegato) will reopen on Wednesday, October 1, 2003. 

Local travel not obligated and approved for payment by close of business, Thursday, September 25th, must be processed manually.  It is suggested that staff offices establish a hard copy (VA Form 1358) for the estimated amount of local travel that will be outstanding (not submitted or paid by Thursday, September 25th) to the Office of Financial Operations, Travel Section.  When submitting your local travel claim, please annotate the assigned travel authority number on your local travel voucher for reimbursement.

VACO e-Travel Point of Contacts:

Brice Davis:  202-273-9853

Jesse Symlar:202-273-9487
Helpdesk: 202-273-6680 

Website: WWW.Zegato.com

PerDiemAzing transition period to convert to the e-Travel system 

· End of year close date September 24, 2003  

· System will not be turn back on after September 24, 2003

· No new travel documents will be input into the system after September 1, 

       2003.

· PDA will be available for employees to complete expense reports and 

       Close out documents.

· Electronic Business Solution Services will maintain an archive of all 

       documents.

· A Memorandum will be issued to all offices in VACO detailing the exact

        procedures.

TMC transition period to convert to the e-Travel system

· Target date to eliminate TMC will be September 1, 2003.

· Omega will be notified that VACO will no longer use their service and all 

       employees will now be required to use Zegato (See memorandum signed 

       on July 14, 2003 by Chief Financial Officer).

· No new travel documents will be processed by TMC as of September 1,

       2003 for VACO.










