Earth Sciences Division 

March 2009


FOREIGN TRAVEL JUSTIFICATION WORKSHEET

(Gather this information before you begin entering details in to TREX)

TRAVELER NAME: 

(1a) Business Dates: 

(1b) Business Location - City & Country: 

(1c) Activity to be conducted (“Trip Description”) at the business site:

(1d) Benefit to the Laboratory, Lab's project or program, or DOE: (Benefit should justify the need to travel):   

(2a) Project ID for Expenses:

(2b) Cost (estimates for air, living expenses, misc.):  

  
-Daily rate for hotel (if above maximum allowable):

-Total for airfare:

-Total for all other misc. expenses (rental car, bridge toll, phone call, etc.):

(2c) Cost paid by others (note which part of the trip is paid by others – all, airfare, per diem, flat amount):

(3a) Host contact name, day phone number and affiliated institution: 

(3b) After hours point of contact (hotel name and phone number):

(4a) If you are attending a conference:  

-Name and Dates of conference: 

-Traveler’s role (Key Note Speaker, Poster Presenter, Oral Presenter, General Attendee, etc.):

-Website:

(5) Purpose of travel (summary from 1c) or provide additional justification for travel:

(6a) Project ID for Salary (if different than the Project ID for expenses (2a)):

(6b) If request for travel is considered late (see submission requirements from Travel Wiki), provide justification statement for delayed submission:

Foreign Travel Requirements can be found at the LBNL Travel Wiki Website: https://www.lbl.gov/wiki/bin/view/Main/ForeignInfo

