Sensitive Foreign Travel

(Note: Please remove red notes and this sentence before printing!!!)

Traveler's name: 


Home address:

Home Phone Number:


Home E-mail address: 

Office E-Mail Address:
 

DOE Trip Number: 


Dates of travel: (What date is traveler arriving in sensitive country; what day are they leaving? Include dates and cities for each itinerary.)

Arrival:

Departure:

City(ies) & Country traveling to:

(for Russia travel: where  will traveler enter Russia, i.e. Moscow airport?)


Passport number:  

Expiration date: 
Information required for each itinerary in a sensitive country:
(A paragraph in complete sentences (no acronyms or abbreviations) describing the purpose of the trip, include name(s) of main organizations to be visited; goals/objectives of the visit, and the facility where meeting or conference will be held.)

Name of contact: 

Daytime contact phone numbers:  
Trips to Russia – (Include arrival and departure dates for all cities in itineraries including stopovers (even if they are there just for half an hour.))
Evening location (name of hotel) and phone number:
Hotel Name:  

Hotel phone number: 

Travel Itinerary:

China trips – DOE will not start a country clearance for trips until the Trip Request is routed.

Taiwan trips – Remember these trips require a special form “Request for Travel Clearance to Taiwan” that must be filled out and accompany the Trip Request.

Late sensitive trips – The traveler must fill out an “Exception Waiver” (see below), which will accompany the Trip Request.  NOTE: Since there is a strong possibility that the traveler may not get their country clearance in time, the airline ticket may not be purchased until DOE has approved the trip (unless specifically told to purchase the ticket by the Director’s Office.)

(FILL THIS PAGE OUT ONLY IF YOU LEAVE < 40 DAYS FROM TODAY)

Exception Waiver (Sensitive)

DOE Country Clearance

Traveler’s Name:


Country to be visited:


Purpose of Travel:


Traveler’s Specific Role:


Other HQ or Field personnel attending and their roles:  N/A

Impact to the program if travel does not occur:


Why is travel being submitted after the 30-day deadline?

__________________________________________
____________________________

Traveler’s Signature






            Date

__________________________________________


____________________________

Division Head






            Date

__________________________________________


____________________________

Associate Director for Administration




            Date

11/16/2001
