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Destination:
Foreign Travel *
Research Service Travel Checklist
FedTraveler procedures must be utilized for all VA employees traveling in an official status, regardless of funding sources.   Do not  book reservations or submit your travel authorization until this travel checklist has been reviewed and accepted by Research administration or R&D Committee for foreign travel.
Travel Information:
Event Description:
Departure:
Return:
Number of personal days being taken:
Reminder: Notify timekeeper of your travel plans
* 
IAW VA Handbook 1400.06, foreign travel in an official status requires an official passport (if departure date is less than 60 days from travel request submission, travel will not be approved).  NOTE: Unchecking foreign travel checkbox will clear foreign travel entries.
Traveler's Name:
Phone number:
E-mail:
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Funded By…
VA (sub account)
Other (describe)1,2
Estimated Cost3
Transportation
Lodging
Meals
Other Expenses
Event fees4
Total Est. Cost:
1 
Any travel funded by other than a federal government source requires the submission of VA Form 0893 Offer to Donate Travel.
2 
NEBRA requires the submission of the NEBRA Travel Funds Obligation Form 
3
Travel estimates:  “Travel Research” tab within FedTraveler.com or GSA airline rate estimator. VA funded travelers are limited to government per diem, and mileage rates.  Baggage Fees.  State tax exemptions.  If lodging exceeds allowed per diem, 150% of per diem can be requested through the ACOS via e-mail (attach PDF of approval through FedTraveler when submitting travel authorization).
4
VA funded registration or other fees should be submitted through the PO Request Form process.  Include completed registration information with order.
Who is Funding this Travel?:
Comments: 
TWX, Standard-Form 14 (travel invite memorandum, if applicable)
Signed VA Form 0893 Advance Review of Offer to Donate Support for Official Travel (if applicable)
Approved Foreign Travel: VHA Handbook 1400.06 Appendices A-D.  (If selected, see attached forms below)
Attach completed applicable forms to FedTraveler travel authorization:
Signed Hospital Travel Request form: InfoPath version (NWI SharePoint), or if off-station use, PDF version
(Required for all travel)
Questions? Call Doug Stoehr (402) 995-3539
Make personal copies of all paperwork.  Travel regulations require that some documents be on your person while traveling.  Additionally, airports and hotels may request reservation information. 
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FOREIGN TRAVEL INFORMATION COLLECTION SHEET
1. Required Attachment Check List
VHA Handbook 1400.06 - Appendix A
REQUIRED INFORMATION: TRAVEL DATES AND EXPENSES
VHA Handbook 1400.06 - Appendix B
REQUIRED INFORMATION: TRAVEL FUND SOURCES
VHA Handbook 1400.06 - Appendix C
(this support requires OGC, Office of Internal Affairs (OIA), and the Under Secretary for Health’s review according to VA Form 0893)
(National Institutes of Health (NIH), (AHRQ), (NSF)
(requires local education review)
(requires local Research and Office of Research and Development (ORD) review)
REQUIRED INFORMATION: ADDITIONAL QUESTIONS
Is authorized absence for foreign travel being requested?
VHA Handbook 1400.06 - Appendix D
If greater than one traveler, please give reason:
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