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April 13, 1998	


SUBJECT:	Operational Protocols to Improve Travel Document Processing

            TO:	Center/Laboratory Directors
Research Leaders 
Location Administrative Officers

      FROM:	Mickey Mcguire, Director /s/

In an effort to improve the delivery of travel services to the Northern Plains Area, attached are the Operational Protocols for submission of travel documents.  These steps will help all of us avoid last minute submissions and will allow better travel services to the field.  Items not submitted within the lead times requested will require further justification.  Late foreign travel requests not only impact the Area Office but also Headquarters in returning passports and completing trip requests.

Formal justification is still required for all foreign travel and any contributed travel. The justification for contributed travel must include specific details defining the mutual benefits to be derived.  (The statement mutual benefits are derived is not sufficient).  Directive 341.2 describes the policies and procedures for acceptance of travel funds from non-federal sources.  

Two additions to our travel policy concern the acceptance of contributed funds from an outside source and a new policy for the Northern Plains Area regarding travel of technicians and Category III scientists to scientific meetings.

Remember, most travel questions can be answered locally by your LAO or designated travel contact.

Enclosure

cc:									
Eric Roos
Hank Davis
Paula Flather     			
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	OPERATIONAL PROTOCOLS FOR TRAVEL

DOMESTIC TRAVEL

· Brief purpose must be stated on the Gov.Trip authorization (GSA Form 87) and be approved by the RL.
· Annual leave must be requested and stated on the Gov.Trip authorization (GSA form 87) and should generally not exceed half of the days of official time.

Required Lead Time:	2 Weeks



FOREIGN TRAVEL

· Justification memo is required.

· After approval, notification will be sent to the Location from the travel desk stating approval of trip and what needs to be submitted for the foreign travel. The approval is for the foreign trip only, and does not automatically include approval of contributed funds or annual leave that may have been mentioned in the justification memo. 

· Upon receipt of the approval, the Location will enter the trip into FTIS.  This must be done before Headquarters will release official passports.  Please remember to enter last name first.

· The Location will send complete package to the Area Office.  The complete package includes:

1)   Visa information (if applicable)
2)   Contact Information
3)   Any other information requested for specific country (photo’s, etc.)

· Number of attendees to meetings from an MU/Location must be limited (applied to domestic meetings as well).

· Annual leave must be limited to 3-5 days on any foreign travel.

· Area Travel Office must receive a copy of the travel voucher and trip report to complete the file.

Required Lead Time:	60 Days for passport revalidation
 					90 Days for passport issuance





	

CONTRIBUTED FUNDS

· To reduce time and costs of processing, only funding in excess of $250 should be considered for acceptance.  For expenses involving $250 or less, the unit should consider paying for the costs out of program funds.  Receipt of contributed funds in the amount of $250 or more must be reported quarterly to the Area Transportation Assistant.

· Request to accept contributed funds must be approved by the Designated Area Ethics Advisor, in advance of travel.  To obtain approval send a Through Letter of Request containing justification together with a letter of offer (through Research Leader or Center Director and the Area Travel Assistant).  The justification memo must include mutual benefits derived.

· Must have statement on the Gov/Trip authorization (GSA Form 87) as to who is paying, which items, and how they are paying.  

· All of the items sent to the Area Director and the Ethics officer must be uploaded to Gov.Trip as documentation after approval is received.

· Letter of offer must state items being paid and form of payment.  (If changes in the form of payment occur during the trip, must have letter of explanation and back-up information.  Back-up information includes copy of payment received and disposition of payment).

· Letters of offer must include return mailing address, and name of contact.


Required Lead Time:	2 Weeks



TECHNICIAN AND CAT III SCIENTIST TRAVEL TO MEETINGS

· It will be NPA policy to not approve travel costs for technicians and Category III scientists to attend scientific meetings.  Exceptions to this policy will be made when travel is for the purpose of obtaining formalized training (complete Aglearn SF 182) or for certain extenuating circumstances.  Authorship will not be accepted as justification for travel.
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