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LAWRENCE BERKELEY NATIONAL LABORATORY

Travel Services Department
One Cyclotron Road, MS: 937-500
Berkeley, CA 94720
Voice: 510.486.4500  Fax: 510.486.6888


To: Distribution

From:
OCFO Operations / Travel 

Date:
June 25, 2007

Re:
IMPORTANT: New Approval Requirements for non-DOE Funded Foreign Travel Effective July 1, 2007
The Laboratory is moving forward in an effort to not only streamline the Foreign Travel process, but to ensure we are compliant under the requirements of DOE Order 551.1B, which governs foreign travel.  An important requirement of this DOE order is that DOE must approve all foreign travel, including non-DOE funded foreign travel.  To meet this requirement, LBNL must modify its foreign travel procedures.
The following procedures for submission and approval of Foreign Travel using Non-DOE (Work for Others) funding will go into effect on July 01, 2007 for all travel that has not been authorized prior to July 1. 
1. The Laboratory is required to submit to DOE a request for non-DOE funded foreign travel 21 days prior to departure; 30 days in advance for travel to a sensitive country. To meet the deadline, a division must submit to the Travel Office a request for Official Foreign Travel, approved by the Division Director (or designee), at least 10 days in advance of the DOE deadline.  The request is made through submission of a travel authorization in Gelco.  While the Travel Office will work with divisions on special situations, travelers should be aware that it will no longer be possible to secure approval to conduct foreign travel using non-DOE funding in the very short timeframes that have been possible in the past.

2. As required under the DOE order, LBNL’s Travel Office will secure DOE and State Department approval for the non-DOE funded travel.  The Travel Office has worked with DOE to establish one DOE office that will process all non-DOE funded foreign travel requests in a timely basis.

3. Travelers may not embark on international travel until DOE and State Department approval has been granted.  The Travel Office will notify the traveler when these approvals are secured.

4. The Travel Department must be notified immediately when dates of travel change by three (3) or more days and/or when itinerary changes are needed. 

5. Post Trip Reports are not required for travel under non-DOE funding.

Please contact Elijah Walker at 510-495-2483 should you have any questions regarding the information above.
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