
APPROVAL AND REPORT OF TRAVEL FUNDS RECEIVED FROM 

NON-FEDERAL SOURCES
POLICY:

The authority to accept travel expenses from non-Federal sources permits Federal agencies to accept the gift of financial support for the travel of its employees to attend meetings or similar functions which employees have been authorized to attend in an official capacity, provided the value to the agency offsets any possible appearance problem that may attach to the acceptance.  Employees may not directly accept reimbursement.  While the purpose of the trip must related to the official duties of the employee, the trip must not be for the purpose of performing one’s line responsibilities.  Employees may not solicit payment for travel expenses but may inform the non-Federal source of the agency’s authority to accept payment for travel expenses.

NOTE:  Domestic travel requests must be submitted for approval no less than 30 days prior to travel.  Foreign travel requests must be submitted for approval no less than 60 days prior to travel.    

In order to accept travel funds under this authority, the event must meet the definition of a “meeting or similar function.”  Meeting or similar function means a conference, seminar, speaking engagement, symposium, training course, or similar event that takes place away from the employee’s official station. “Meeting or similar function” does not include a meeting or other event required to carry out an agency’s statutory or regulatory functions (i.e., a function that is essential to an agency’s mission) such as investigations, inspections, audits, site visits, negotiations or litigation. “Meeting” also does not include promotional vendor training or other meetings held for the primary purpose of marketing the non-Federal sources products or services, or long term TDY or training travel.  Also excludes travel for which specific provisions are made within cooperative agreements, and travel in connection with fellowships or other temporary duty assignments.  
Your request should support how your participation relates to the mission of USDA.  You must provide additional information if any of the following apply:
- The sponsoring organization is using Federal funds to defray the costs of this trip (i.e., Federal grant or contract funds);

- You serve as an officer, director, trustee, partner or an employee of the sponsoring organization;

- The sponsor is offering to pay amounts which are in excess of those ordinarily allowed by applicable Federal Travel Regulations;

- This request for acceptance of payment includes travel expenses of a spouse.
PROCEDURES:

1.  Discuss invitation with your supervisor.  A determination must be made as to whether your participation is in the interest of the USDA and of mutual benefit.  Would participation and acceptance of travel funds cause a reasonable person with knowledge of all facts relevant to a particular case to question the integrity of agency programs or operations if payment is accepted?  

2.  In order to accept funds under this authority, the event must meet the definition of “meeting or similar function” (see above). 

3.  Obtain a copy of the written invitation.

4.  Complete AD-1101, Approval and Report of Travel Funds Received from Non Federal Sources; sign/date as Traveler, obtain supervisor’s signature as Approving Official.

5.  Prepare a draft acceptance letter (see example on next page).  This letter should not be signed or dated until after all appropriate approvals/reviews have been completed.  

6.  Submit a copy of the written invitation, AD-1101 and draft letter of acceptance to your appropriate ethics official for review.  Handwritten signatures must appear on the AD-1101.  At this time, electronic and/or digital signatures cannot be accepted.  Agency ethics contacts can be found at:  http://www.usda-ethics.net/science/agency-ethics-contacts.pdf
Once the conflict of interest review has been completed by an agency ethics official, the travel request will be returned to the traveler.
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