	U.S. DEPARTMENT OF ENERGY
REQUEST FOR APPROVAL OF FOREIGN TRAVEL
This form is provided as a convenience for the collection of Foreign Travel Request data. The form is intended for use as an offline resource to collect data necessary to support the Foreign Travel Management System (FTMS). Completion of the form is not considered sufficient in itself for satisfying DOE Order 551.1A, the data must still be entered into the FTMS for Department of Energy (DOE) tracking and monitoring. Specific questions on Foreign Travel or the completion of this form should be directed to your sites Senior FTMS Organizational Point of Contact (Sr. OPOC).

	Foreign Travel  Information for Frequent Travelers (to be completed by Traveler )

	Itinerary:      

	33a. Is this part of the trip associated with a conference?     FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No 

	If yes, specify conference name, start and end dates, country-city of the conference, and the conference URL (if known).

	33b. Will anyone from a DOE-designated sensitive country be in attendance at this conference?
	 FORMCHECKBOX 
Yes
	 FORMCHECKBOX 
No
	 FORMCHECKBOX 
Unknown

	Conference Name

     
	Conference URL (if known)

     

	34. Destination Country-City

     

	35. Start Date (mon/dd/yyyy)

     
	36. End Date (mon/dd/yyyy)

     

	37a. Select One or More Primary Purpose(s): 

 FORMCHECKBOX 
Professional conference or workshop 

 FORMCHECKBOX 
Seminar/Symposium 

 FORMCHECKBOX 
Working group or colloquia (scientific meeting) 

 FORMCHECKBOX 
Site Visit 

 FORMCHECKBOX 
R and D activities under an informal lab-to-lab or 

 FORMCHECKBOX 
government-to-government agreement 
	 FORMCHECKBOX 
 Meeting(s) on scientific, technical, project, or           FORMCHECKBOX 
programmatic matters 

 FORMCHECKBOX 
Procurement-related matters 

 FORMCHECKBOX 
Official Stop Over 

 FORMCHECKBOX 
Personal Leave 

 FORMCHECKBOX 
Travel for IAEA 

 FORMCHECKBOX 
Other(s)


	37b. List other primary purpose:      


	38. Justify Trip Purpose (i.e. topics to be discussed, formal presentation, or paper, Include full title of presentation/paper, etc):      


	This part of the trip involves: 

39.  FORMCHECKBOX 
Yes  FORMCHECKBOX 
No     Lab-to-Lab agreement?

	40.  FORMCHECKBOX 
Yes  FORMCHECKBOX 
No     University-to-Lab agreement?

	41.  FORMCHECKBOX 
Yes  FORMCHECKBOX 
No     International agreement? If yes, enter agreement name:

	42.  FORMCHECKBOX 
Yes  FORMCHECKBOX 
No     Will classified information be discussed?

	43.  FORMCHECKBOX 
Yes  FORMCHECKBOX 
No     Will you be interacting with anyone from a DOE-designated sensitive country? 

	44.  FORMCHECKBOX 
Yes  FORMCHECKBOX 
No     Does this Itinerary involve training? 

	45.  FORMCHECKBOX 
Yes  FORMCHECKBOX 
No     Will any part of the trip discuss sensitive subjects as defined by DOE’s Sensitive Subject List? 

	46.  FORMCHECKBOX 
Yes  FORMCHECKBOX 
No     Will any part of the trip involve information that is subject to U.S. Export Control restrictions? 

	47.  FORMCHECKBOX 
Yes  FORMCHECKBOX 
No     Meetings with senior government official(s)?

	Provide official's name, position, and contact information. Describe meeting goals.

     


	48. 
	 FORMCHECKBOX 
Yes
	 FORMCHECKBOX 
No
	Will embassy assistance be required?

	
	a. If yes, describe.      

	
	b. If yes, provide fiscal data.      

	49. Contacts 

	Host Name
	Host Phone
	Affiliated Institution
	Facility to Be Visited
	Date Visited

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	*If vacation days are included on trip please provide name of Hotel or Family/Friend Contact info below*

	After Hours Name 
	After Hours Phone
	After Hours Name
	After Hours Phone

	     
	     
	     
	     

	     
	     
	     
	     


Every line must be answered prior to handling Travel Request. FTMS Form cannot be completed without ALL information provided and incompletion of this form will hold back all paperwork from being completed and sent over to DOE & Foreign Travel offices.

(Please fill out this form for every place you will be visiting, vacation or work related)

DATE OF REQUEST MUST BE AT LEAST 6 WEEKS PRIOR TO INTENDED DEPARTURE DATE
7/14/2011


