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Foreign Travel Guidance

Request for Approval of Foreign Travel (DOE F 551.1) is to be submitted to the Directors’ Office, 311 TASF, 35 calendar days in advance of the trip to allow sufficient time for review, approval and processing.  A copy of this form is located on the Ames Laboratory’s web site. Request for Approval of Foreign Travel
Below are key points to remember: 

Each Travel Request (TR) should include the following:
· All Conference attendance that utilizes DOE funds is required to be logged with the DOE Conference OPOC at least 75 calendar days prior to attendance/early registration.

· The correct passport number and expiration date; some countries require that a passport must be valid for at least 6 months beyond the period of intended stay in a foreign country.

· All acronyms should be spelled out with acronym in parenthesis. Example: Central Intelligence Agency (CIA)

· Host name and phone number should correspond with country in which traveler is traveling.  An after hours name and phone number is required (hotel/lodging [traveler’s cell phone number is not allowed in this field]).
· Personal leave in conjunction with official travel may be granted on a two business day to one personal day ratio (2:1), travel days to and from the business location will be considered business days and weekends will be included in the ratio calculation.
· Proposed flight itinerary.  If actual flight itinerary changes, forward a copy of the actual itinerary to the Foreign Travel OPOC.
· If a traveler is attending a conference as a presenter, the trip request (TR) must include the following information: A copy of the traveler’s presentation, a copy of the Conference Agenda and a Letter of Invitation.

The TR must be approved by DOE Headquarters and country clearance received prior to departure.  The traveler will be notified via email when approval is received.
DOE requires the submission of a trip report for all foreign travel within 30 days following the return date of the trip.  A trip report reminder will be sent to you from an Ames Lab OPOC.  Trip reports are reviewed by the DOE Program Secretarial Officer.  Please be as thorough as possible with the trip report.
If you have any questions, please contact –
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Additional Foreign Travel Information
