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The Travel Encumbrance/Authorization (TE) form can be used to encumber money and track

employee trips before the payment of the travel expenses. The TE form, if used, has the same fields

as a TP and may be referenced when making TP payments for the trip. The TE is to be used as an

internal document and is not to be sent to DAS-SAE-Daily Processing. For information on how to fill
out a TP, see Procedure 280.201.
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