October 1, 2008

Ames Laboratory

Foreign Travel Guidance

The Department of Energy has established requirements and responsibilities governing official foreign travel by Federal and contractor employees to ensure that the Department’s official foreign travel activities are consistent with its mission and objectives as well as with prudent business practice. These requirements apply to:

· Anyone whose salary is paid, in full or in part, by Ames Laboratory at the time of the trip (in order for this NOT to apply, arrangements must be made before the trip starts to remove the travelers salary from the Laboratory), or

· Anyone whose travel costs are paid, in full or in part, from Ames Laboratory funds, or

· Anyone who is traveling with the intent to present or discuss research performed at the Ames Laboratory.

  Below are key points to remember: 

· The new “Official Foreign Travel” Order (DOE Order 551.1C approved on 6/24/08) states that ALL federal and contractor employee requests for foreign travel must receive approval in the Foreign Travel Management System (FTMS) prior to travel.
· Country clearance must be requested and granted before a Federal or contractor employee may begin official foreign travel.

· Requests for official foreign travel to a non-sensitive country involving a non-sensitive subject, must be documented 30 calendar days in the FTMS before the proposed departure date. Requests should be submitted to the Directors Office 35 calendar days in advance of the trip to allow sufficient time for review, approval and processing.
· Requests for official foreign travel to a sensitive country involving a sensitive or non-sensitive subject or to a non-sensitive country involving a sensitive subject must be documented 45 calendar days in the FTMS before the proposed departure date. Requests should be submitted to the Directors Office 50 calendar days in advance of the trip to allow sufficient time for review, approval and processing.
Sensitive Countries are:

Algeria

Armenia

Azerbaijan

Belarus

China
Cuba (T5)
Georgia
India

Iran (T5)

Iraq

Israel

Kazakhstan

Kyrgyzstan

Moldova

North Korea (T5)

Pakistan

Russia

Sudan (T5)
Syria (T5)
Tajikistan

Turkmenistan

Ukraine

Uzbekistan
T5=Terrorist nation

A country clearance cable will be created by the foreign travel coordinator (located in the Director’s Office) based on the information that is provided on the travel request submitted on the Request for Approval of Foreign Travel Form.
A cable will be sent to the State Department for initial approval. This can take one day or one week, depending on the availability of approvers to authorize the trip. Once the cable is cleared by the State Department, it is then sent to the embassy of the country to which the traveler is going. This can take an additional 2-4 weeks depending on whether the request is for sensitive or non-sensitive country.

Individuals traveling abroad for the Laboratory are expected to comply with applicable immunization requirements associated with the travel, unless a medical exception is granted. Immunizations can be obtained at the Travel Clinic in the ISU Student Health Center or from a personal physician.  General health related questions may be addressed to the Lab’s Occupational Medicine Office.
Official foreign travel for DOE must be on DOE accepted air carriers unless an exemption is granted by the responsible Laboratory Director. 
The U.S. Government requires that personnel embarking on foreign travel to any country for longer than 30 days take the Overseas Security Seminar conducted by the Department of State. Each Program Director/Manager will determine how the training cost will be paid.

All travelers are recommended to make a copy of their passport and keep it

in a safe place other than their wallet just in case the original passport is

stolen or lost while traveling. If a passport is stolen or lost while traveling contact the Embassy at once.

Each Foreign Travel Request should include the following:

1. 
The correct passport number and expiration date; some countries require that passports cannot expire within three months prior to travel and must be valid at least six months beyond the dates of the trip.

2.
Should indicate if traveler has a security clearance and indicate the highest level of clearance, i.e., “Q”, Top Secret, etc.

3. 
All acronyms should be spelled out with acronym in parenthesis example: Central Intelligence Agency (CIA)

4. 
Host name and number should correspond with country in which traveler is traveling; after hours name and number should be included as well.  Any Travel Request (TR) without this information can delay country clearance cables.  These should be numbers where the traveler can be reached during and after business hours in case of an emergency.
When final approval to travel is received, a copy of the granted country clearance cable will be sent to the traveler by e-mail.  The traveler should review and carry this clearance document on the trip.

Complete requirements for foreign travel can be found in DOE Order 551.1C, and the Ames Laboratory Travel Policy 

DOE requires the submission of a trip report for all foreign travel within 30 days following the end of the trip. The report should be submitted to the Directors Office with 25 days to allow local approval and processing to meet the DOE deadline.   These reports are reviewed by the DOE Program Secretarial Officer and kept on file at the DOE Office of Scientific and Technical Information (OSTI).  Please be as thorough as possible with the trip report.
Please be sure to contact the foreign travel coordinator, Sandi Bishop in the Directors Office, at least a week before leaving on your trip to ensure that clearance has been granted for travel to the foreign destination. Ms. Bishop can be reached via e-mail at bishop@ameslab.gov or by phone at (515) 294-2618. If Ms. Bishop in not available, questions may be forwarded to Mark Murphy or Cynthia Feller.
