DEPARTMENT OF ENERGY
FOREIGN TRIP REPORT
NEW FOREIGN TRIP REPORT FORMAT

APRIL 1, 2010

Trip reports for DOE, including Ames Laboratory, consist of the two parts described in the following, submitted in signed hard copy and electronically.  Trip reports are to be submitted to the Chief Operations Officer within 25 days of completion of travel for processing prior to being forwarded (by the Director’s Office) to DOE for review.  DOE requires Trip Reports be submitted to HQ within 30 days of completion of travel.  Please use the following format by typing trip information in bold at the end of each item.  You may delete the non-bolded instructions that follow the bolded headings.  ALL REQUESTED INFORMATION IS REQUIRED.  It is important to note that the Lab’s Chief Research Officer and Program Directors receive feedback on Trip Reports.  Please use this format and be as complete as possible.  We want DOE to not only understand the value of the trip to Ames Lab, but more importantly, the value of the trip to DOE.
Part 1 – Traveler Information

(1) Title of the report – Indicate the destination(s) of this trip.  (Travel to ___________)  Please include the meeting name and the location on a separate line.

(2) Report date – (i.e., Jan 01, 2010) List the date the report was written.
(3) Date(s) of travel (i.e., Jan 10-Feb 3, 2010) List the departure date and return date of your trip.

(4) Name of all traveler(s) on this trip - List the complete name of each traveler.  If no middle name, indicate NMN.  DO NOT enter NMN if traveler has middle name. 

(5) Position/title of the traveler – List the title or position description of traveler submitting this report.
(6) Employing organization and organization code:  Ames Laboratory/AS – This is the standard response.  Do not change.

(7) Business address including room number, building, street, city and zip code – Submit the address of the traveler completing this report.

(8) A.  FTMS trip number (from e-mail approval notice 20XXXXXXX  If unknown call 294-2618 prior to submitting report)

B.  Ames Laboratory Travel Authorization number 
(If unknown call 294-4488 prior to submitting report)
(9) Travel destination(s)  (include organization, facility, city, state/province, country)  Please include all destinations.
(10) Brief purpose of the trip (include the justification from Section II, #25 of the foreign travel request form)
(11) People Contacted (include first and last names)  These contacts should include people with whom you discussed research, discussed future partnerships, discussed facilities, or with whom you spent a significant amount of time. 

(12) Facilities visited – This should be the location(s) of the meeting(s).  List labs and research facilities, conference facilities or hotel and other primary facilities visited.  Include name of the facility and location.
(13) Abstract (such as major highlights, benefits of the travel, results of meetings at each location, including observations such as level of investment in research in areas of interest, condition of facilities, state of the art, significant players in the field of interest, etc.).
Part 2.  Analysis of the Trip (all are required)
a.  Results of ALL meeting or discussions.  Discuss the benefits of this trip to Ames Lab, DOE and the DOE program that supported the trip.  Convey results of discussions, new partnerships, exchanges, and any negative impacts that DOE should be aware.  Provide a brief discussion of any areas of strong capabilities or the converse - weak capabilities vis-à-vis the science.  Provide a notation of any innovative work, approach or techniques that were shared by the foreign counterparts.  It would be helpful to have a notation if any problems or difficulties were mentioned or if any significant changes of any type had occurred. (List by meeting or location.)
b. Please provide name of individual submitting report.  Traveler’s full name

c. Include observation, conclusion, speculations and information relating to the safety, health and security of future travelers.  Include general observations, specific examples of concerns or report incidents that occurred while you were on your trip..Report harmful incidents, thefts, losses, etc.  Provide a notation of any difficulties encountered by the traveler connecting to the internet (such as at hotels) or if you encountered any blocked accesses.  It would also be helpful to know if the traveler received any electronic media to bring back (cds, thumb drives, etc.).
d. Provide ACTUAL cost for each itinerary of the trip (cost to ALL funding sources including foreign and traveler, NOT JUST DOE/Ames Lab.  Please provide separate funding information for each country and city, as well as for the funding source for each (see example).THE COST INFORMATION IS REQUIRED AND MUST BE SUBMITTED IN THIS FORMAT.  Improper format or incomplete cost information cannot be accepted.

Funding Source - 
DOE = 
any DOE/Ames Lab funding organization


     Definitions
Non-DOE = 
funding provided by U.S. entities including  IPRT/ISU or any other non-DOE Federal agency or department, organization, association, etc.  Provide name.




Foreign =
any funding provided by any foreign entity, government, agency, department, organization, association, etc.  Provide name.




Self

travel costs provided by you (for vacation/personal leave; partial airfare due to vacation, etc.)


EXAMPLE

Country
City

Funding Source
No. Days
Air Fare
Lodging
Meals
Other

Japan
Tokyo
    
DOE
3
899.04
  450.23
356.42
 35.08


    
Foreign Name



200.14      150.93
Japan
Yokahama
Foreign Name
6
    0.00
1020.06
    621.76
   0.00
Korea
Pusan

Non-DOE Name
4
437.09
      0.00*
    570.20
 21.01
*Provided by hosts – cost unknown
SIGNATURES:


________________________________________________


Traveler




Date


________________________________________________


Senior OPOC, 311 TASF


Date


________________________________________________


Chief Operations Officer, 311 TASF
Date

