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1. Purpose 
This policy is put into place in order to establish rules and procedures that all Fermilab employees and Users must follow when planning travel for the laboratory.
2. Scope 
This policy addresses official business travel standards and procedures for all Employees and Users.
3. Applicability
This Policy applies to all Employees and Users.  
4. Effective date 
This policy goes into effect on March 1, 2015. 
5. Policy
5.1 General Policy
Fermilab complies with the requirements of the prime contract between Fermi Research Alliance, LLC. (FRA) and the Department of Energy (DOE) as supplemented by the Fermilab travel procedures and the Federal Travel Regulations (FTR).
Official travel arrangements must be made through the Fermilab Travel office. Prior to commencement of official travel, Travel Authorization must be fully approved by the designated travel approvers. Travel not authorized and approved will not be reimbursed.
Official travel expenses submitted for reimbursement must be adequately supported with purpose of travel and must include all required documentation of expenses. Lodging and meals and incidentals are reimbursed in accordance with the Federal Travel Regulations. A lower per diem may be authorized. https://fermipoint.fnal.gov/service/TravelSystem/SitePages/Meals%20and%20Incidental%20Expenses.aspx
Other travel expenses are reimbursed at actual cost in accordance with Laboratory procedures.
The US Bank Travel Card should be used only for approved Fermilab business travel costs/expenses. Personal purchases should not be charged to the Fermilab Travel Card.  Compliance with all policies and procedures is a requirement of having and using the card.
https://fermipoint.fnal.gov/service/TravelSystem/SitePages/Travel%20Card%20Program.aspx

5.2 Foreign Travel 
Official foreign travel for Fermilab employees must be entered in the DOE Foreign Travel Management System (FTMS) regardless of the funding source.
Official foreign travel for Fermilab guests and contractors using Lab/DOE funds must be entered in the FTMS.
Travel to a DOE designated non-sensitive country must be approved in FTMS by the Directorate. Travel to a DOE designated sensitive country has additional approval requirements.  Please refer to: https://ftms.doe.gov/
5.3 Combined Official Business and Personal Travel
When combining personal days with business travel, reimbursement is limited to expenses for business travel only. 
https://fermipoint.fnal.gov/service/TravelSystem/SitePages/Fermilab%20Travel%20Guide.aspx
6. Definitions
[bookmark: _GoBack]Business travel is defined as travel required and approved by the Laboratory for official purposes.  This covers employees regardless of funding source, and users or contractors using Lab/DOE funding.
Domestic Travel is travel within and between the United States and its territories or travel originating from a foreign country to the United States. 
Foreign Travel is travel originating from the United States to a foreign country (including Canada and Mexico) and return, or travel between foreign countries.
7. Responsibilities
All individuals involved with official travel on behalf of Fermilab are responsible for complying with the information provided in the travel website. https://fermipoint.fnal.gov/service/TravelSystem/SitePages/Home.aspx
8. Authorities
Federal Travel Regulations, DOE O 551.1D- Official Foreign Travel. 
9. Owner
Responsibility for reviewing this policy rests with the Travel Office Manager.
10. Review cycle
This policy is to be reviewed every year after issuance.
 
