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For complete information go to Berkeley Lab Travel (http://travel.lbl.gov/) or

ESD Business Practices: Travel (http://www-esd.lbl.gov/workplace_resources/business_practices/travel.html) 
FOREIGN TRAVEL REQUESTS REQUIRE AT LEAST 30 DAYS ADVANCE NOTICE (45 DAYS FOR YMP-RW PROJECTS) AND MUST BE APPROVED BY THE DIVISION DIRECTOR  PRIOR TO PURCHASE OF AIRLINE TICKETS
Late Requests

A request that is less than 21 days prior to departure date, for travel to non-sensitive countries, or 30 days for travel to sensitive countries, please provide a statement which includes:

1. A justification for exception of delayed submission

2. A statement on the impact to the laboratory, program, project, or DOE, if travel does not occur.

Pre-Trip Approval (Travel Authorization – electronic entry with manual signatures)
· Discuss plans with your supervisor/PI/Program Head and obtain funding Project ID. If using DOE funds, has this been approved by the appropriate DOE Program Manager?  If the trip is paid by others, consult with the ESD Travel coordinator for guidance. 

· If required, fill out a 5 (Fossil Energy funds), 9 (YMP-RW funds), or 11 (EM funds) –Point Criteria (criteria forms can be found on the ESD Business Practices web site – see url above, or call the Berkeley Lab Travel office for the appropriate Criteria Questionnaire at x4500):

· Complete the LBNL Foreign Travel Authorization Form on-line:

· Gelco Travel Manager (http://trvprd.lbl.gov), create Travel “Authorization”
· Please include the required information as noted in the table below in the comments section found in the “sign and route” screen (refer to the graphic on the back page).

	In Gelco Sign and Route Screen (see graphic on back page) “Comments Field”

	(1) Enter information on subject matter to be discussed.  Include  titles/subject matter of presentations, papers, posters, etc.
	(6) Enter host contact name and day phone number, including country and city codes, and name of facility visited for each facility.

	(2) If to a Conference, Symposium, or Workshop, enter official name of conference, etc. and provide a URL.
	(7) If DOE funded (salary and/or expenses), enter after-hours point of contact or hotel with phone numbers during the traveler’s stay for each destination.

	(3)If DOE funded (salary and/or expenses), enter DOE Headquarters program manager who is familiar with your research or whom trip is coordinated, and names and organizations of other personnel traveling as team members.
	(8) If salary will not be charged to same project ID, identify the ID that will be charged.  For non-DOE travel, or travel with expenses paid by the host, enter project ID to be used for salary.

	(4) Use business city, not airport city.
	(9) If another institution is paying some/all the costs, enter the name of the institution and the amount.

	(5) Enter benefits of this trip to the Lab, DOE, project, or program.  Benefits MUST justify need for travel.
	


· Print the Foreign Travel Authorization and obtain written approval from the appropriate Program Head and the Division Director.
· If you are traveling to a conference (refer to attached Conference Questionnaire to determine if you are attending a conference).  If attending a conference:  contact the Senior Administrator (Lisa Kelly x5041) to process additional approvals.
· Include/attach any additional information such as the conference announcements, invitation letters, Point Criteria Questionnaire, and registration forms. Alert the Berkeley Lab Travel Office and an ESD Travel Coordinator of any fees that need to be prepaid.
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· Traveler will give approved copy and supporting documentation to an ESD Travel Coordinator (Theresa Pollard for Bldgs. 70/70A/14; or Helen Strohmeier for Bldg 90/64) for further processing.

· The Berkeley Lab Travel Office will notify you via email when final DOE approval has been obtained and what your DOE trip number is.  In the meantime, proceed with reservations and ticketing.  

Make Your Reservations

Upon Division approval, you may purchase/pre-book air tickets, however you may not embark on travel until final DOE approval has been obtained.  
  Traveler use the Gelco Travel Authorization (TA) # to direct-bill ticket to LBNL:

· Book on-line using Travel Power (Cliqbook) (http://travel.lbl.gov/TravelPower/power.htm), or

· Contact Carlson Wagonlit Travel by phone at 1-888-243-1125 

  When Traveler elects to purchase ticket on personal card or LBNL Corporate Travel Charge Card:

· Ensure that you are booking a fare that is equal to or less than any available Y-Cal fare, or you may be personally responsible for costs that exceed the allowable.  You can review rates from http://travel.lbl.gov/Air/YCAL.htm or call CWT.  
(NOTE: Federal Travel Regulations require that U.S. carriers must be used for travel that is to be reimbursed from federal grants and contracts – contact the Travel Office x4500 with questions.)

Reimbursement/Expense Voucher (electronic entry with manual signatures)
· Complete the Foreign Travel Expense Voucher Report Form on-line. 
· Gelco Travel Manager (http://trvprd.lbl.gov), create “Voucher from Authorization”
· Convert foreign currency to US$ from OANDA (http://www.oanda.com/convert/classic) and enter all expenses, including any prepaid or direct-billed items. 

· Print the Preview Document from Gelco and manually sign the voucher 

· Attach original receipts as needed (air, car, hotel, registration and misc. items >$75)

· Forward all documentation (the completed original signed voucher with ORIGINAL receipts) to an ESD Travel Coordinator for further processing.

· ESD TC will review voucher and arrange for the appropriate Program Head and Division Director to manually approve the expense voucher and thereafter forward all original documentation to the Travel Office for further processing and payment.

· DO NOT FORWARD ANY TRAVEL DOCUMENTATION TO LBNL TRAVEL OFFICE.  IT MAY GET LOST
File A Foreign Trip Report

The DOE requires that a post foreign travel Trip Report be submitted to the Berkeley Lab Travel Office within 25 days after completion of your trip when using DOE funds for travel expenses and/or salary. Instructions for completing and submitting a Trip Report can be found at http://travel.lbl.gov/Procedures/tripreport.htm
Contact the ESD Travel Coordinator, x6455 for Bldg 90 / 64 or x6740 Bldgs 70 / 70A/ 14.

For a complete description of these and all other policies, please refer to the LBNL RPM at http://www.lbl.gov/Workplace/RPM/, or contact Lisa Kelly, ESD Senior Administrator 510/486-5041, lmkelly@lbl.gov.
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Remember to Save when finished!





If NO to all of the above, your event is a conference and requires Lab


Directorate, DOE BSO and/or Office of Science approval.  Please complete the Conference Request and Authorization Form and required attachments.





Please circle your answers to each question.





Yes / No





Yes / No





Yes / No





Yes / No





Yes / No





Yes / No





Yes / No





Yes / No





Yes / No





Yes / No





Is this event funded through arrangements such as a grant


or cooperative agreement?





Is this event held on-site at a DOE facility to discuss the


status of the work?





Is this activity an audit, inspection or investigation?





Is this a public hearing or an associated briefing?





Is this a contract pre-proposal, bid opening, or negotiations?





Is this a Federal Advisory Committee meeting?





Is this a formal, structured training program (including


seminars specifically held for training purposes) that have specific objectives identified to improve certain knowledge, skills and abilities?





Is this event funded by a Work for Others account?


(work conducted by DOE Contractor employees)





Is this a DOE funded event to discuss a technical program,


business program, project review or peer review?





Is this event held locally, with no overnight lodging


and/or air travel for DOE/DOE Contractor employees?





QUESTIONNAIRE TO DETERMINE IF A MEETING/EVENT 


IS A CONFERENCE





Conf. Services 5/5/06





If YES to one of the questions, the meeting is not a conference and does not


require Lab Directorate, DOE BSO or Office of Science approval.  Please complete


 a Laboratory-Hosted Meeting Request Form and required attachments.








