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FROM THE AMERICAN PEOPLE






E2 User Application
	Privacy Act Statement: The information requested on this form is solicited pursuant to Section 2658 of Title 22 of the United States Code, Section 71.1 of Title 22 of the Code of Federal Regulations, and Executive Order 11295 of August 5, 1966. The principle purpose for this information is to create an official database of employees eligible for travel to facilitate inclusion in the E2 travel program. The information is made available on a need-to-know basis to personnel of USAID and as a routine use to other Government Agencies having statutory or other lawful authority to maintain such information in the performance of their official duties. E2 is a web-based application, managed by Carlson Wagon-Lit Travel/Sato Travel through the General Services Administration.

Furnishing the information is voluntary, but failure to do so may preclude or impair U. S. Government officials or other designated representatives from providing the requested services.

	Basic User Information

	First Name

     
	Middle Initial

     
	Last Name

     
	Primary E-mail Address

     
	Office Phone

     

	Bureau

     
	Mission

     
	Office 

     
	Division

     

	Request Information

	 FORMCHECKBOX 
 New Account

(Complete Section A)
	 FORMCHECKBOX 
 Change Request

(Complete Section B)
	 FORMCHECKBOX 
 Account Closure

(Complete Section C)

	Section A – New Account

	User Type

(Select all that apply)
	Select the user type:

 FORMCHECKBOX 
 Traveler              FORMCHECKBOX 
 Arranger
 FORMCHECKBOX 
 Approver             FORMCHECKBOX 
 Invitational Traveler
	Note: If Approver is selected, provide a brief description of approval duties here.

     

	
	Privilege

 FORMCHECKBOX 
 System Administrator (SA) 
	Note:  If SA is required, provide the level of access (Agency, Org, Major, or Minor)      

	Employee ID
	Enter Traveler’s Phoenix Vendor Code – see instruction on Page 2 if travel for USAID is not required.
     

	Travel Charge

(Select One Option)
	 FORMCHECKBOX 
 User has a Travel Charge Card and may or may not have a personal credit card
 FORMCHECKBOX 
 User will be issued a Travel Charge Card and may or may not have a personal credit card
 FORMCHECKBOX 
 User will not be using a Travel Charge Card or a personal credit card

	Actions / Remarks
	     

	Section B – Change Request

	E2 Username (Provide E2 username(s) for all accounts User currently has in E2
     

	Organization Change   Move From:             Move To:       
	Have ALL travel vouchers been processed?    FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

	Actions / Remarks 
	     

	Section C – Account Closure

	E2 Username (Provide E2 username(s) for all accounts User currently has in E2

     

	Date of Separation        
	Have ALL travel vouchers been processed?    FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

	Actions / Remarks 
	     

	Request Clearance Information

	
	Print Name
	Office Symbol
	Signature
	Date

	Request Submitted By
	     
	     
	
	     

	E2 User Supervisor
	     
	     
	
	     

	Controller (Overseas, E2i only)
	     
	     
	
	     

	EXO (Overseas only)
	     
	     
	
	     

	Actions / Remarks
	     

	Completing Organization

	
	Print Name
	Office Symbol
	Signature
	Date

	Request Received By
	     
	     
	
	     

	Date Request Received

     
	Analyst Assigned To Request
     
	Date Request Completed

     

	Actions / Remarks
	     


Instructions for Completing E2 User Application Form 

	Basic User Information

	This section is used to gather personal and organizational information about the user. Complete in its entirety.

First Name - self explanatory.
Middle Initial - self explanatory.
Last Name - self explanatory.
Primary Email Address – enter work email address, if known.
Office Phone – enter your work phone number, if known.
Bureau – enter the symbol for the Bureau that you are assigned to.
Mission – enter the symbol for Mission that you are assigned to.
Office – enter the symbol for the Office that you are assigned to.
Division – enter the symbol for the Division that you are assigned to.

	Request Information

	Specify type of account request you are submitting. Select only one. Continue with your form Section that corresponds to the E2 User Account action you want to take:

Section A – fill-out Section A if you are opening a new E2 account.
Section B – fill-out Section B for any changes that you need to make to your E2 user account.
Section C – fill-out Section C if you are closing your E2 User Account.

	Section A - New Account

	User Type
	Select the user function you are to perform in E2. Multiple selections are allowed.

Traveler – select this option if your role in E2 is as a Traveler.

Approver – select this option if your role in E2 as an Approver, then fill-out the Approver description field.
Arranger – selection this option if you are going to create travel documents (e.g., TA, Voucher)  for others
System Administrator – this is a privileged field and not used by most E2 account users.

SA – Enter SA level of access in the Notes field.

	Employee ID
	For Traveler only, please contact the financial management (FM) or budget individual who handles your travel funding within your organization for your Phoenix Vendor Code
If you will only processing E2 document and will not travel for USAID, enter the following:
First four characters of the applicant’s last name and last four digits of SSN, or a full Payroll ID (for FSN)

	Travel Charge
	Make only one selection from the options provided in this section. Information on the use of Agency Sponsored Travel Card is available at http://inside.usaid.gov/M/CFO/Travel_Card.htm .

	Actions/Remarks
	Enter supporting or clarifying information on any of the New Account fields.

	Section B - Change Request

	Enter the E2 Username(s) used by the E2 user for each E2 account that the user might have.

Organizational change – enter the code for the organization the user is leaving, and the code for the organization the user is moving to.

Have all travel vouchers been processed? Select Yes or No as appropriate.

Actions/Remarks – enter supporting or clarifying information on any of the Change Request fields.

	Section C - Account Closure

	Enter the E2 Username(s) used by the E2 user for each E2 account that the user might have.

Date of Separation – enter the date that the user is going to be closing their E2 account. This may or may not coincide with a user’s separation from USAID.

Have all travel vouchers been processed? Select Yes or No as appropriate.

Actions/Remarks – enter supporting or clarifying information on any of the Account Closure fields.

	Request Clearance information

	This section must be completed by the User’s supervisor and the EXO, Controller, or designee. The information required for each sub-field is the same.

Print Full-name – self explanatory.
Office Symbol – enter the alpha-numeric symbol for the signor’s office.
Signature – self explanatory.
Date – enter the date the form is filled out and submitted.
Request Submitted by – enter the full name of the individual requesting the action.
E2 User Supervisor – enter the full name of the E2 User’s immediate supervisor.
E2 User EXO or Controller - enter the full name of the E2 User’s Executive Officer or Controller (E2i related request) for Mission Users.

Actions/Remarks – enter supporting or clarifying information on any of the Clearance Information fields.

	Completing Organization

	Note: This section is completed by M/MS/TTD for AID/W Users and by the EXO or Controller Office for Mission Users.

Print name – enter the full name of the person who received the form.
Office Symbol – enter the alpha-numeric symbol for the office where the form is received.
Signature – self explanatory.
Date Request Received – enter the date the form is received.
Analyst Assigned to Request – enter the full name of the person who is assigned the action.
Date Request Completed – enter the date the request is closed.

Actions/Remarks - enter supporting or clarifying information on any of the Completing Organization fields.
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