RALPH H. JOHNSON DEPARTMENT OF
CENTER POLICY MEMORANDUM

VETERANS AFFAIRS MEDICAL CENTER
NO. 14-06-03

CHARLESTON, SC
December 22, 2006
FOREIGN TRAVEL

I.   
PURPOSE.  To establish policies, approval authorities, and procedures relating to foreign travel by VHA personnel.  This applies to all Medical Center personnel traveling to foreign countries while in duty status (including authorized absence only).

II. 
 POLICY.  The Medical Center has the responsibility to review carefully all requests for foreign travel (including those trips where only authorized absence is requested) through an established review and approval process.  All requests for foreign travel require review and approval by the delegated official (see paragraphs III. A & B).  The travel must not be for routine purposes or to accommodate personal interests.

III. 
DELEGATION OF AUTHORITY AND RESPONSIBILITIES.

A.   
The Medical Center is authorized to review and approve the following requests:

1.  
Trips to foreign countries utilizing no VA-appropriated funds other than salary (authorized absence).

2.  
Trips utilizing earmarked General Post Funds where:

a.  
The request is related to an approved project for which the travel portion of the donation was made.

b.
The request has been recommended for approval by the Service Chief and the facility Research or Education Committee.

B.
The Network Director will approve foreign travel requests for Medical Center Directors.

IV.  
ACTION.

A.  
Medical Center Review Process.  The Employee Development, Education and Training Committee is appointed to conduct the formal review and recommend approval of all foreign travel requests.  The Medical Center Director will make the final decision on approval of requests.

B.  
Appeals Mechanism.  Appeals of decisions can be made by applicants by writing a letter to the Medical Center Director (forwarding it through the Employee Development, Education and Training Committee) asking for reconsideration based on new facts, clarification of the first request, or changes in circumstances that might have an impact on the way the request is considered.

C.  
Review.  Criteria and Guidelines.  The following review criteria for any VHA foreign travel requests (a full listing is contained in M-8, Part V, Chapter 3):

1.  
The travel involves a scientific meeting, educational experience, or other  appropriate opportunity not reasonably available in the United States.

2.  
The request will include a completed VA Form 10-5504, Foreign Travel Request—Briefing Slip, a brochure of the meeting, letter(s) of invitation, a complete itinerary of the trip, and any other substantiating documentation.

3.  
The request must be received in sufficient time to complete the review process.  Requests should be submitted no later than 45 days prior to the proposed travel date.  
4.  
Only one employee may be approved from any one facility for any one meeting or activity unless there are clearly documented and compelling programmatic reasons for an exception.


5.
An individual's cumulative foreign travel for the calendar year 
should not exceed:


a.
Absences for 20 calendar days away from the facility 
(including travel time and weekends); OR
                   

b.
Three trips.


(Exceptions to the above require significant justification and review.)

6.  
Programs conducted in foreign countries by U. S. professional societies or schools will not normally be approved, nor will those sponsored by professional consultant organizations.

7.  
When other than VA support is being provided, a completed copy of:  (a) VA Form 10-0101B, Request for Approval of Acceptance of Gifts or Donations for Travel/Subsistence Expenses in Connection with Official Travel by VHA Facility Employees, and (b) the Regional Counsel form, Advance Review of Offer to Donate Support for Official VA Travel, must accompany the request package.  The policy concerning acceptance of support from non-VA sources is contained in Manual M-8, Part V, 
Chapter 5.  (See CPM 14-03 for reviews by Regional Counsel.)

D.
Procedures.

1. 
The requester will prepare a letter to the Medical Center Director requesting approval for foreign travel.  The letter MUST address the following topics in separate paragraphs:

a.
Name, grade and title of requester; why request is being made (e.g., to give an invited presentation entitled. . .); name or organizational meeting; where; inclusive dates.

b.
Nature or purpose of meeting or training, how this benefits VHA, the VA, and the employee, other relevant factors.  If a presentation is to be made, an outline or abstract should be attached.

c.
State how much authorized absence for foreign travel in the past calendar year the requester has had.  State how much is being requested for the proposed travel.

d.
State if VA funds are to be used.  State any costs to Government (include for authorized absence that "salary is to be continued").  (Be sure to specify all costs and sources of funding for the travel on the VA Form 10-5504.  If costs are being paid by non-VA source, use the best available estimates of the costs for transportation, per diem, registration, etc.).

e.
A statement to the effect that the VA will be identified must be included if a presentation is being made or an article is to be published.

f.
A statement stipulating how the trip will further the mission of the VA.
2.  
Complete items 1 through 11 on the VA Form 10-5504.

3. Letter(s) of invitation and/or acceptance and outlines/abstracts should be attached to the letter and VA Form 10-5504.

4.
Copy of travel itinerary.


5.
Regional Counsel Form (if applicable).

6.   
This package should be forwarded to the Associate Chief of Staff for Education (14) in sufficient time to allow for review (see paragraph IV.C. above).

7.  
Any questions regarding these policies or how to prepare foreign travel requests should be directed to the Associate Chief of Staff for Education at ext. 7942.

8.
The ACOS for Education will maintain records for VA Central Office and provide copies upon request.

9.         Travel regulations require VA employees to use an Official Government passport while on official duty (i.e., authorized absence) in foreign countries, including Canada and Mexico.  

V. REFERENCES.  Manual M-8, Part IV, Chapter 2, paragraph 2.02h, and Part V, Chapter 3; Center Policy Memorandum No. 14-01, Acceptance of Gifts or Donations in Cash or In-Kind Expenses by VHA Employees in Connection with Official Travel or Authorized Absence.
VI.  
RESCISSION.  Center Policy Memorandum No. 14-04-03 dated September 16, 2004.
JOHN E. BARILICH, MSW, MBA
Director 
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