PAGE  
1

DCEG Internal Routing-Travel Orders

Domestic Travel

· AO gets hard copy and electronic copy from Travel Planner and reviews for accuracy

· AO “Approves” and prints T.O. and sends an “Approved” copy to program area 

Domestic-Sponsored (348)

· AO gets hard copy and electronic copy from Travel Planner after traveler certifies checklist 

· AO reviews document, sends hard copy to Division Director for signature then “Conditionally Approves” T.O. in the system and forwards electronic copy to Anne Rogerson.  

· On the signed hard copy under #8 of the front page of the 348, you must print or type the name of the recommending official and the recommending official needs to sign and date this block-ALSO, on the next page (certification) the recommending official needs to sign and date the bottom as well

· AO provides Ethics with signed hard copy and a simultaneous hard copy to Anne Rogerson for review

· Anne Rogerson “Conditionally Approves” T.O. and electronically routes to Ethics

· Ethics reviews 348 for potential conflicts of interest and approves or disapproves as appropriate 

· Travel planner will need to log into system to check status of the 348

· AO sends original hard copy back to Branch when they receive it from Ethics

Foreign

· AO gets hard copy and electronic copy from Travel Planner

· AO reviews document and forwards to Division Director for signature then “Approves” after Dr. Fraumeni signs hard copy (AO should notate in the comments field that Dr. Fraumeni has approved the foreign travel on xx/xx/xx)

·  AO prints “Approved” T.O. and sends a copy along with a copy of the original front page signed by Dr. Fraumeni back to program area 

Foreign-Sponsored (348)

· AO gets hard copy and electronic copy from Travel Planner after traveler certifies checklist 

· AO reviews document, sends hard copy to Division Director for signature then “Conditionally Approves” T.O. in the system and forwards electronic copy to Anne Rogerson.  (AO should notate in the comments field that Dr. Fraumeni has approved the foreign travel on xx/xx/xx)

· On the signed hard copy under #8 of the front page of the 348, you must print or type the name of the recommending official and the recommending official needs to sign and date this block-ALSO, on the next page (certification) the recommending official needs to sign and date the bottom as well

· AO provides Ethics with signed hard copy and a simultaneous hard copy to Anne Rogerson for review

· Anne Rogerson “Conditionally Approves” T.O. and electronically routes to Ethics

· Ethics reviews 348 for potential conflicts of interest and approves or disapproves as appropriate 

· Travel planner will need to log into the system to check status of the 348

· AO sends original hard copy back to Branch when they receive it from Ethics

DCEG Internal Routing-Travel Orders

Premium Class-Foreign

· AO gets hard copy and electronic copy from Travel Planner 

· AO reviews document, sends hard copy to Division Director for signature then “Conditionally Approves” T.O. in the system and forwards electronic copy to Lucy Greene.  (AO should notate in the comments field that Dr. Fraumeni has approved the foreign travel on xx/xx/xx)

· AO faxes documents to Lucy Greene for approval

· Attachment 8

· Copy of OMEGA travel itinerary

· Copy of Approved Foreign Flag Carrier form (signed by ARC Manager)

· Lucy Greene “Approves or Disapproves” the order electronically (a hard copy will not be sent back)

· Travel Planner will need to log into the travel system to check the status 

· AO sends a hard copy of the TO with Dr. Fraumeni’s signature and the original premium class request back to the program area 

Premium Class-Foreign Sponsored (348)

· AO gets hard copy and electronic copy from Travel Planner 

· AO reviews document, sends hard copy to Division Director for signature then “Conditionally Approves” T.O. in the system and forwards electronic copy to Lucy Greene.  (AO should notate in the comments field that Dr. Fraumeni has approved the foreign travel on xx/xx/xx)

· On signed hard copy, under #8 of the front page of the 348, you must print or type the name of the recommending official and the recommending official needs to sign and date this block-ALSO, on the next page (certification) the recommending official needs to sign and date the bottom as well

· AO faxes documents to Lucy Greene for approval

· Attachment 8

· Copy of OMEGA travel itinerary

· Copy of Approved Foreign Flag Carrier form (signed by ARC Manager)

· Lucy Greene “Conditionally Approves” the order and electronically sends to Anne Rogerson.  

· AO provides Ethics with signed hard copy of the 348 and a simultaneous copy to Anne Rogerson to review

· Anne Rogerson “Conditionally Approves” T.O. and electronically routes to Ethics

· Ethics reviews 348 for potential conflicts of interest and approves or disapproves as appropriate 

· Travel Planner will need to log into the system to check the status of the 348 and premium class request

· AO sends the original hard copy back to the Branch when they receive it from Ethics

*To print screen (for Dr. Fraumeni), get file as “View Only” then using Explorer Menu, use “File” “Print”
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