GovTrip Instructions – Expensing Merchant Surcharges  
When a surcharge is imposed by the merchant, cardholders on official DOE travel may expense the surcharge on their travel voucher in GovTrip.  
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1. From the Expense Tab, select Non-Mileage Expense.  

2. Select, Enter expense not listed from the “Expense Type” drop down menu.

3. Enter the expense type: “Merchant Surcharge.”

4. Enter the amount of surcharge listed on the receipt.  
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Use this screen to enter non-mileage expenses for your

TotalExpenses:

travel document. Select an expenses type, or, if you
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cannot find the appropriate expense type, enter a
description in the box provided. Select "Save Expenses” to
save the expenses to the travel document.

Reminder: TMC Fees are a reimbursable expense to the
traveler when the transportation costs are charged to
your Individual Government Travel Charge Card (1BA)
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Add Expense #1:  Trip Duration: 13-Nov-11 through 15-Nov-11

“Erpense ype:
Enter expense not listed
Enteryour expense type:
Merchant surcharge
*Costi(9) 1 foreion currency calculator
Muttple days: | Single Date
*Date:
ey 132011 |[E
* Method of
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Save Expenses
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