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Sub-Process:	07.02.28 Travel
Sub-Process Owner:	Head, Accounting
Subject Matter Expert (SME):    Head of Accounting; Travel Manager

Applicability
This procedure applies to all Laboratory staff, PPPL visitors and subcontractors when they will be traveling on behalf of PPPL to attend a “conference”.

All travel for PPPL, including local travel, is categorized as a conference unless it can be categorized an “Exclusion” by following the evaluation described in Attachment 1. Exclusions do not have to follow this procedure. The Accounting Division’s Conference Management Team (CMT) reviews travel forms and makes the final determination as to whether the travel is considered a conference or exclusion. Travelers are advised to simply ask the Travel Office or Conference Management Team member to determine if an event is a “Conference” or “Exclusion.

Introduction
PPPL must maintain reasonable business standards and prudent cost controls over travel. The DOE and the Laboratory expect all conference sponsors and attendees to cooperate to aggressively reduce costs, including for example: selecting a federal venue, carpooling or public transportation, early registration and travel arrangements, bringing audiovisual equipment rather than renting it, and limiting attendance. Travel should be kept to the minimum level needed to accomplish the Laboratory's objectives with emphasis on: contributions made by each individual attending; potential benefit to PPPL and the DOE; and the cost of travel. All conferences must be reported to and approved by the DOE, regardless of the number of participants. Special additional PPPL approvals are required for domestic conferences with 15 or more PPPL sponsored travelers, and foreign conferences with10 or more PPPL travelers.
Travelers must:
· Inform the PPPL Travel Office early of your intent to travel. The Office will determine if your trip is considered a conference.
· Request to attend a conference before a DOE specified “lock-out date”, which will be at least 60 days before the conference. Late requests might not be accepted by DOE.
· Not incur any expenses, until the PPPL Travel Office has been informed and conferences are approved by the DOE.
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For a PPPL traveler, the basic travel planning and approval process for attending a conference or an event excluded from this procedure are essentially the same: complete a Travel Approval Form; obtaining approvals; and processing travel arrangements through the Travel Office. For conferences, the Traveler must also complete a Conference Information Form. Since many events are now categorized as conferences, Travelers should consider submitting the form for all travel, or consult the CMT or Travel Office on whether the form is required.

Definitions and Acronyms
Conference	A “Conference” is a meeting, seminar, symposium, workshop, or similar event that  involves  official  travel,  including  local  travel,  and  does  not  meet  the
conference exclusion criteria described in Attachment 1.  The PPPL Travel Office will make this final determination.



Conference Management Team (CMT)

The PPPL Travel Office Manager and other individuals appointed by the Head of PPPL Accounting to assist departments and projects in the planning and approval process for conferences.


FTMS	Foreign Travel Management System (FTMS) is a DOE-wide centralized system for recording, tracking, and securing approvals of all foreign travel conducted by DOE Federal employees and contractors. In order for DOE Federal employees and contractors to conduct international travel, the trip request must be entered and approved in FTMS. Prior to final approval within FTMS, country clearance must be obtained from the respective country(ies) to be visited. The Conference Management Team will provide guidance to the traveler and assist in compliance to DOE Order 551.1D.

Lock-Out Date The Department of Energy (DOE) establishes a “lock-out date” for every conference.
· The lock-out date will be at least 60 days prior to the start of the conference.
· Requests to attend a conference must be made before the lock-out date”.
· Late requests might not be accepted by the DOE.
Lock-out dates will be set as far in advance as practicable and will be based on benchmarks such as abstract submittal dates, early registration dates and the date by which less expensive travel arrangements can be made.
P&C	P&C refers to the PPPL Planning and Control, or “P&C,” organization, its representatives, or Officers.

	PRINCETON PLASMA PHYSICS LABORATORY
	PROCEDURE
	No. ACT-011 Rev 1
Page 3 of 8



References
1. Updated Guidance on Conference-Related Activities and Spending, December 6, 2012, DOE Deputy Secretary of Energy
2. DOE Order 551.1D Official Foreign Travel
3. PPPL Travel Guidelines ( http://travel.pppl.gov/Travel%20Policy%201210.pdf )
4. DOE General Counsel Guidance on Conducting and Participating in Conferences (Reissued 7-5-12)

This procedure is organized in the following sections:
I. Notifications of Conferences and Intention to Attend
II. Approval of Conferences
A. Estimating and Approval of All Conferences
B. Additional Planning and Approval Requirements of Conferences with large numbers of PPPL Travelers
III. Arranging Travel to Conferences
IV. Late Requests to Attend a Conference or to Arrange a Substitute Attendee
V. Training

I. Notifications of Conferences and Intention to Attend Procedure
Responsibility	Action


Conference Management Team (CMT)
1. 
a. Periodically prepares a Conference List of the conferences that PPPL participants typically attend and that are expected to occur within the next 12 months.
b.  Sends out a data call for conference travel to all PPPL potential travelers and includes the Conference List for reference purposes.


PPPL Travelers   2.  Completes Conference Information Forms (Attachment 2) for all conferences that they would like to attend. A single form may be submitted for multiple attendees.

3. Returns the completed Conference Information Forms to the Conference Management Team before the DOE lock-out date or 60 days prior to the conference, which ever is earlier, prior to the conference date, otherwise attendance cannot be guaranteed.


Conference Management Team
4. 
Compiles the conference information received from the PPPL travelers and determines if any conferences are excluded from this conference attendance procedure.

5. Enters the required information into the DOE iPortal Conference Database for those events that have been determined to be conferences.
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II. Approval of Conferences
A. Estimating and Approval of All Conferences


Conference Management Team

1.  a.   Prepares an estimate of PPPL’s costs for each conference.

b.  Updates the Conference List with the: cost estimates; names of known participants; and number of participants.

2. For domestic conferences with 15 or more PPPL travelers, and foreign conferences with 10 or more PPPL participants, skip to Section II of this procedure and proceed with step II.B.1.

3. Submits the updated Conference List and estimates to the Head, Planning and Control Division for review. The list includes the estimated cost to PPPL for each conference, the estimated number of participants as well as the names of known participants.



Head, Planning and Control Division
4. 
Ensures that there is adequate funding to cover conference attendance costs as estimated by the Conference Management Team, and that all known attendees are listed.

5. Informs the Conference Management Team of concurrence, comments, and/or corrections, and any additional conferences.



Conference Management Team
6. 
Incorporates input from the Head of Planning and Control, and submits the updated Conference List and estimates to the Deputy Directors for review.


Deputy Directors 7.  Review the Conference List, for conferences under their purview, and ensure that the attendance at the conferences provides value to PPPL and to the DOE commensurate with the cost of attendance and that the number of PPPL participants that are attending is necessary to achieve the purpose of PPPL's participation.

8.  Inform the Conference Management Team of comments, adjustments, and/or objections.


Conference Management Team

9.  Skip to Section III of this procedure and proceed with step III.1.
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B. Additional Planning and Approval Requirements of Conferences with large numbers of PPPL Travelers
[Travel when there are:
15 or more PPPL sponsored travelers for Domestic conferences; or 10 or more PPPL travelers for Foreign conferences.]

Responsibility	Action


Conference Management Team
1. 
Prepares a Conference Attendance Approval Form (Attachment 3).


2. Sends the Conference Attendance Approval Form for each conference to the Head, Planning and Control for review.



Head, Planning and Control
3. 
Reviews the Conference Attendance Approval Form and ensures there is adequate funding to cover the cost estimate for conference attendance; and that all known attendees are listed.

4. Submits the Conference Attendance Approval Form to the cognizant Department Head for review and approval.



Cognizant Department Head
5. 
Reviews and approves the Conference Attendance Approval Form ensuring that attendance at the conference provides commensurate value to PPPL and the DOE, that the number of PPPL participants is appropriate and concurs with the costs comments; or indicates adjustments, comments, and/or objections.

6. Returns the Conference Attendance Approval Form to the Conference Management Team.



Conference Management Team
7. 
Verifies that the Conference Attendance Approval Form is complete and forwards to the Director’s office for final PPPL approval.


Director’s Office	8.  Signs the Conference Attendance Approval Form authorizing the number of PPPL participants to travel to the conference.

NOTE: The Director's Office may approve a maximum number of attendees to participate in the conference. If the maximum number of attendees is exceeded, the Conference Attendance Approval Form must be resubmitted to the Director’s Office for re-approval.

9.  Returns  the  Conference  Attendance  Approval  Form  to  the  Conference Management Team.
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III. Arranging Travel to Conferences

Conference Management Team
1. 
Ensures that final DOE approval is obtained for all conferences before travelers incur any expenses.

2. After the lock-out date has passed, indicates the approval status for each conference on the DOE iPortal Conference Database as “Approved” or “Approval Not Needed at Current Estimates”.

3. Notifies the approved travelers that they are authorized to attend the conference; provides the travelers with approved cost guidelines for the conference; and requests that they complete and obtain required approval of a Travel Approval Form (Attachment 4).


PPPL Traveler	4.  Reviews  and  completes  the  Travel  Approval  Form  and  any  conference registration forms.

5.  Obtains approval of the Travel Approval Form by an individual with Cost Center Signature Authority.

PPPL Traveler	6.  For all foreign travel1, also completes and obtains approval of DOE Form
551.1 Request for Approval of Foreign Travel [http://travel.pppl.gov/FTMS form.doc] to the Travel Office at least 40 days before travel for sensitive countries and 30 days before travel for non-sensitive countries.


Individual with Cost Center Signature Authority
7. 
Signs Travel Approval Form authorizing the named individual to travel and authorizing cost center funds to be allocated for the travel.

PPPL Traveler	8.  Returns the approved Travel Approval Form to the Travel Office along with completed conference registration forms and DOE Form 551.1, if applicable.

Travel Office	9.  Processes Travel Approval Form and makes travel arrangements as indicated on the form and in conjunction with the traveler.

10. Notifies the Conference Management Team with name and information of any new participants added after approval of the Conference Attendance Approval Form.


Conference Management Team
11. 
Tracks the Conference to assure that all requirements for forms and time constraints are met. This includes the Travel Approval Forms and conference registration forms and DOE Form 551.1 Request for Approval of Foreign Travel, as applicable.



1 Foreign Travel, including travel to Mexico and Canada, always requires advanced approval via the Foreign Travel Management Service (FTMS.)
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Conference Management Team
12. 
Tracks total number of attendees and resubmits Conference Attendance Approval Form for Director’s Office approval if the maximum number of attendees is exceeded.




IV. Late Requests to Attend a Conference or to Arrange a Substitute Attendee
[NOTE: After the conference lock-out date, attendance approval cannot be guaranteed.]

PPPL Travelers 1. Contacts the Conference Management Team as soon as possible to request assistance and guidance to attend a conference after the lock-out date or to arrange substituting for a previously approved traveler. [This may be necessary if an individual is unable to attend a conference and a substitute is need: to present a paper.]


Conference Management Team

2.  Determines if late request to attend a conference is possible and provides appropriate guidance and assistance to the Traveler.



V. TRAINING (section required for all procedures)

Head of Accounting or Designee
1. 
Ensures the following training is provided.

Target Audience: Department Heads, Supervisors, P&C Officers, Administrative Support Staff, Potential Travelers


Training Method:
 X Read only routine distribution/training via Email distribution of thi procedure to Supervisors by Best Practices.
X Read only training via Email distribution of this procedure from Head of Accounting to to P&C Officers, Administrative Support Staff, and Potential Travelers.
 X Announcement/Briefing by Head of Business Operations or Head of Accounting to the LMM attendees.

Frequency:
 X Upon each revision of this procedure.


Head of Business Operations or Designee
2. 
Notifies the Human Resources Training Office of the training so that they will be aware of the training requirements and be able to provide any appropriate assistance and guidance in the course development, implementation, tracking, and maintenance.
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Attachments
1. Determination of a Conference and Exclusions
2. Conference Information Form
3. Conference Attendance Approval Form
4. Travel Approval Form
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Travelers are advised to simply ask the Travel Office or Conference Management Team member to determine if an event is a “Conference” or “Exclusion.”
The PPPL Travel Office or the Conference Management Team uses these criteria to make final determination of whether an event is considered a conference or exclusion using a fact-based determination based on the criteria established in the OMB Memo (Reference 1). Travelers may make preliminary determinations using this guidance, if they choose. The Conference Management Team must sign all Travel Approval Forms and all FTMS approvals before travel arrangements or registrations can be made and paid.
A “Conference” is defined as a meeting, seminar, symposium, workshop, or similar event that involves official travel, including local travel, and does not meet the conference exclusion criteria, as noted below. Even if an event meets the criteria of an “Exclusion”, it needs to be further evaluated based on the “Indicia of a Conference” criteria listed below. Events may qualify as conferences by only meeting some, but not all, of the conference indicia. Training events may qualify as conferences, particularly if they take place in a hotel or conference center.
EXCLUSIONS (travel that is generally excluded from this conference attendance travel procedure)
· Meetings necessary to carry out statutory oversight functions related to PPPL operations and/or programs.
Examples: investigations, inspections, audits, site visits.
· Meetings to consider DOE internal agency business matters held in federal or contractor facilities, that are related to the Laboratory’s or the agency’s regular business.
Examples: Annual OFES FWP meeting, Project Review meeting, Project Kick-off meeting
· Meetings under Bi-Lateral and Multi-lateral international cooperation engagements that do not exhibit indicia of a formal conference.
Examples: ITER Project meetings, Max Planck Princeton Center, JET, etc.
· Formal classroom training held in government facilities that do not exhibit indicia of a formal conference.
Examples: Regular courses of training at the National Training Center.
· Classroom training available through Federal and commercial sources required as part of a certification program and for the performance of an employee’s position, which does not exhibit indicia of a formal conference.
· Meetings such as Advisory Committee and Federal Advisory Committee meetings, Funding
Opportunity Announcements Review Board meetings, peer review meetings, program kick-off and review meetings.
INDICIA OF A CONFERENCE
· Typically involve topical matters of interest to, and the participation of, multiple agencies and/or nongovernmental participants.
· Formal Conferences often include, but are not limited, to:
· Registration
· Registration fees
· A published substantive agenda
· Scheduled speakers or discussion panels
· Meeting conducted in a commercial facility such as a hotel or conference center
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Conference Information Form

General Information: Date of Request:
Requested By:
Name:
Organization:	Princeton Plasma Physics Laboratory Phone Number:
E-mail: Sponsoring Organization:
Co-Sponsoring Organization(s):

Conference Organizer:
Name and Title: Phone Number:

Conference Title: Conference Date(s): Conference Location: Meeting Venue: Purpose and Objectives:
Benefit to DOE to attend this event:

Impact to DOE if PPPL does not attend this event:

Please advise if any of the following apply: If yes, please include the details (i.e., deadline, amount, agenda, indicate speakers or discussion panels, location of meeting etc.)
· Registration
· Registration fees
· A published substantive agenda
· Scheduled speakers or discussion panels.
· Meeting conducted in a commercial facility or other non-government facilities

PPPL Participants Requesting Approval:
Name	Title	Presenter/Participant/Attendees (Select one)
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Conference Attendance Approval Form
[For 15 or more Participants (Domestic Travel) and 10 or more Participants (International Travel)]

Date of Request:		Requested By: 	
(Name of Person preparing the form)

 I. GENERAL INFORMATION 	
Sponsoring Organization: 		 Co-Sponsoring  Organization(s): 		 Conference Organizer Name: 		 Title: 	                    Phone Number: 	

Conference                                                                                             Website: 	 Conference Title: 	 Conference Date(s): 	 Conference Location: 	 Purpose and Objectives (attach a detailed agenda):  	



 II. FINANCIAL INFORMATION 	

Travel and Per Diem Costs:
Airfare:
Lodging:	+ 	
M&IE:	+ 	
Transportation:	+ 	
Total Cost Per Traveler:	= 	
Number Of Travelers	x 	
A. Total Travel & Per Diem Costs:	= 	

Other Expenses:
Registration Fee:
Other (explain):	+ 	 Total Other Costs Per Traveler:	= 	 Number Of Travelers	x 	
B. Total Other Expenses:	= 	

 (
TOTAL
 
ESTIMATED
 
DOE
 
COSTS
 
(A.
 
+B.
 
=):
)
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	Typical - Conference Attendance Approval Form
	Attachment 3



 III. PPPL PARTICIPANTS REQUESTING APPROVAL (attach additional sheets as necessary): 	
Title

Name

(Title of the Presentation)	Est. Cost























 (
IV.
 
A
PPROVALS
)

Approval indicates:
· Attendance at the conference provides value to PPPL and the DOE commensurate with the cost of attendance.
· The number of PPPL participants that are attending ix necessary to achieve the purpose of PPPL's participation.
· There is an adequate amount of funds available to afford the cost of attendance.





P&C Officer (Prepared by)




Conference Management Point of Contact (POC) (Reviewed and concurred by)




Department Head (Approved by)


 	/ 	 Director’s Office (Approved by)	/ Maximum number of Attendees
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	Typical - Travel Approval Form
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 (
PPPL
)


PPPL Travel Services
Travel Approval Form





Accounting will complete shaded items

 (
A.    
 
General
 
Trip
 
and
 
Traveler
 
Information
)
 (
Employee
) (
Visitor
) (
O
) (
Accounting
 
Trip
 
Number:
Conference
 
Name:
 
Approval
 
Date:
Approver
 
Name/Signature:
Type
 
of
 
Approval:
 
NA
A
W
)Traveler's Status (Select One):	ther:	.

Date of Request:


Traveler Name:

Job Title:

Destination:	Traveler's Phone:
	
Purpose:	Traveler's Cell:
	
Traveler's Email:


Leave: Return:



(Date)	(Time)


(Date)	(Time)




If personal/vacation is being used in conjunction with business travel, specify dates:

Traveler must assure that no patentable material will be discussed or presented during this travel, OR that the materials/items have already been documented in an approved invention disclosure.
( see http://www.pppl.gov/patentclearance.cfm for additional information.)

 (
B.    
 
Cost
 
Estimate
)
Air	Train	Bus	Auto	$0.00
				


Lodging:





Meals & Incidental Expenses: Meals & Incidental Expenses:

Hotel 1	$0.00
 (
Hotel
 
1
 
#
 
Nights
 
x
 
Rate
) (
Hotel 
2
 
#
 Nights
x
 
Rate
)Hotel 2	$0.00


No. of Days	x Rate	$0.00
No. of Days	x Rate	$0.00


Auto Rental: Limo:
Registration/Seminar  Fees:
A. Amount to be prepaid by PPPL (attach completed registration forms)	$0.00
B. Amount to be prepaid by the Traveler (receipts must accompany Travel Voucher)	$0.00 Misc. Expenses: Gas, Parking, Taxi / Local Transportation:

Total Estimate:	$0.00


Advance Requested:


Cost Distribution ($):


Cost Center:	Work Package:


Job Number:

		

 (
C.     
 
Approvals
)

	

Authorized Cost Center Signature

Date


Cost Distribution ($):


Cost Center:	Work Package:


Job Number:

		


	

Authorized Cost Center Signature

Date

Special Circumstances:  Actual lodging expense in excess of 150% of the maximum allowable per diem for a given locality must be approved by the Head, Business Operations prior to the onset of the trip.

Justification for Exceeding the Maximum Allowance:


Approved: Head, Business Operations	Date:
	

PLEASE MAKE A COPY OF THIS FORM FOR YOUR FILES - form version 3/4/13


The official Travel Approval Form is online as an Excel spreadsheet at this web address:
http://travel.pppl.gov/Copy%20of%20TA09-final%20PC%2010-14-09.xls

 (
Printed
 
copies
 
of
 
this
 
document
 
are
 
considered
 
UNCONTROLLED
 
/
 
Information
 
Only 
 
copies. 
 
The
 
official
 
document
 
is
 
at
 
http://bp.pppl.gov/PPPL_docs.shtml
 
 
The
 
Best
 
Practices
 
and
 
External
 
Affairs
 
Department
 
maintains
 
the
 
signed
 
originals.
)

	
	PRINCETON PLASMA PHYSICS LABORATORY
	PROCEDURE
	No. ACT-011 Rev 1
Page 2 of 2

	Typical - Travel Approval Form
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Travel Approval Form - Page 2

 (
D.
Traveler's
 
Preferences
Traveler's
 
Name:
Work
 
Phone:
Home
 
Phone:
Cell
 
Phone:
Air
 
Requirements
 
-
 
List
 
One
 
Preferred
 
and
 
One
 
Alternate
)	


 (
Date
From
To
Depart
Arrive
Special
 
Requests
)Car Requirements
	City
	Arrive
	Depart

	
	
	

	
	
	

	
	
	



Hotel Requirements - List One Preferred and One Alternate
	City
	Arrival
	Departure
	Type/ Special Request

	
	
	
	

	
	
	
	

	
	
	
	



Limo Requirements - List Dates/Preferred Pick-Up Times/Preferred Pick Up/Drop-Off Locations
	Pick-Up Location
	Drop-Off Location
	Pick-Up Time
	ecial Requests

	
	
	
	

	
	
	
	

	
	
	
	



 (
Additional
 
Requirements:
)


 (
E.
Conference
 
Exclusion
PPPL
 
Travel
 
or
 
Conference
 
Management
 
Team
 
will
 
complete
 
this
 
section.
)
If the trip does not qualify for an exclusion, follow the conference attendance process of procedure ACT-011.

EXCLUSIONS (travel that is generally excluded from this conference attendance travel procedure)

1. Meetings necessary to carry out statutory oversight functions related to PPPL operations and/or programs. Examples: investigations, inspections, audits, site visits.

2. Meetings to consider DOE internal agency business matters held in federal or contractor facilities, that are related to the Laboratory’s or the agency’s regular business. Examples: Annual OFES FWP meeting, Project Review meeting, Project Kick-off meeting
3. Meetings under Bi-Lateral and Multi-lateral international cooperation engagements that do not exhibit indicia of a formal conference. Examples: ITER Project meetings, Max Planck Princeton Center, JET, etc.

4. Formal classroom training held in government facilities that do not exhibit indicia of a formal conference. Examples: Regular courses of training at the National Training Center.
5. Classroom training available through Federal and commercial sources required as part of a certification program and for the performance of an employee’s position, which does not exhibit indicia of a formal conference.
6. Meetings such as Advisory Committee and Federal Advisory Committee meetings, Funding Opportunity Announcements Review Board meetings, peer review meetings, program kick-off and review meetings.
 Justification of Exclusion: 	









PLEASE MAKE A COPY OF THIS FORM FOR YOUR FILES - form version 3/4/13


The official Travel Approval Form is online as an Excel spreadsheet at this web address:
http://travel.pppl.gov/Copy%20of%20TA09-final%20PC%2010-14-09.xls
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