1.
Print FTIS Country Reference Table

· Log onto ARIS.  Select FTIS. 

· Go into "Reference Tables"; "Country."  This will bring up the list of countries. 
· Click on the query icon. 
· Type in the name of the country and then press enter to bring up the information on that country. 
· Select "details" to view the information regarding passport and visa requirements.

· Print the country details (select "Prints" then "Listing") to attach to the travel authorization.  All information requested should be addressed on either the travel authorization, country clearance, or the FTIS form.
· Use the "Close door" icon (when available) on each screen to exit FTIS. 

· Carefully review FTIS printout (ALL SECTIONS) for visa requirements, photos, validity of passport, etc.  Locations hold official passports for travelers who currently have them, so if a visa is needed, the official passport and any necessary photos need to accompany the AD-202 to the Area Office.
If the country table says that a visa is required, read to see what information is necessary to obtain the visa.  If application says ‘TRAVELER’, follow the instructions on the FTIS printout with the current link or contact the Area Transportation Assistant and request a visa application for the appropriate country. DO NOT download visa applications from the Internet!  (This needs to be done prior to sending the package to Area, so all of the requested information can be submitted together, along with the passport.)  Use employee’s actual legal name (not nicknames) and official ARS title (not working title) on all travel documents.  Example:  Use “Research Geneticist (Plants)” rather than “Research Leader.”
Following is a sample country table printout with some remarks about what to look for:
This is the country table printout for Russia.  A Visa is required to be completed by the traveler.  Use the link to complete online Visa application for Russia.  Note that 1 photo is needed as well form specifics and a letter of invitation from the Ministry of Foreign Affairs.  
	Agricultural Research Service

Agricultural Research Information System

Country / Visa Requirements Listing

UR  RUSSIA





 Advisory:  No

Official Passport:  Yes
     All Passports MUST be Signed:  Yes

V I S A  I N F O R M A T I O N


Transit Required:  Yes

Required:  Yes


Multiple Entries:  No
Valid:  TDY Only
Application:  Traveler
Passport Signed:  

Number of Photos:  1
Comments: Use the links below to complete online Visa Application.
          http://evisa.kdmid.ru
          1 form-printed front-to-back and 1 photo.

          FORM SPECIFICS: 6 & 7=OFFICIAL or OFFICIAL JOURNEY, 11=DD/MM/YYY, 18-20=fill even if divorced, 36-41=Complete, 36=Last, First & Middle Name, Relationship SELF, Address. 37=Alias or Non, 38=Include complete permanent address, phone, fax & email, 39=place of birth, 40=spell out ARS, Official Title, name, address, phone, fax, email. 41=none
C O R R E S P O N D E N C E  I N F O R M A T I O N

State Dept. Clearance Form:  No
Invite Letter:  Yes
M E D I C A L  I N F O R M A T I O N

Inoculation Record:  No
Inoculation Statement:  No

Comments:

M I S C E L L A N E O U S  I N F O R M A T I O N

(Must be in Comments section on the second and third copies only on AD-121)

Home Address:  No
Home Phone:  No

Religion:  No
Nationality:  No

Name:  Father:  No
Mother:  No      Person(s) Visiting:  No

TDY Address:  
Phone Numbers:  

Comments: Telex number or letter of invitation must be submitted. Passport must be valid for six months. Double entry visas can be issued for temporary travel. Multiple entry visas are issued for assignments only. **On a case by case basis, cashier/certified check/money order may be needed.** Letter of invitation MUST come from the Ministry of Foreign Affairs. 
E M B A S S Y  I N F O R M A T I O N

Work Days (approx.) to obtain Visa:  15  Days
Office Hours:  9:00-12:30  MTWTF

Comments:  2641 Tunlaw Road, NW

Document Routing: FAS sends documents to State, State to the Russian Embassy, once the visa is issued, documents are returned from the Embassy back through State to FAS, TRSB and then Area or Traveler.


2.
Travel Packages MUST be completed at least 60 days prior to departure.  IF THE TRAVELER DOES NOT CURRENTLY HAVE AN OFFICIAL PASSPORT, THE COMPLETE TRAVEL PACKAGE MUST BE SUBMITTED AT LEAST 75 DAYS BEFORE DEPARTURE!

3.
Remind the traveler that he/she is responsible for obtaining necessary immunizations.  The toll-free International Travelers Information Line, 1-877-FYI-TRIP (1-877-394-8747), provides some recorded information on specific health topics for international travelers and for medical professionals advising travelers.  You may also visit the CDC website at http://www.cdc.gov/travel/index.htm
Travel Warnings:

Travel warnings are issued when the State Department recommends that Americans avoid a certain country.  Current travel warnings can be found at http://travel.state.gov/travel/cis_pa_tw/tw/tw_1764.html.

The State Department’s Office of American Citizens Services and Crisis Management (ACS) administers the Consular Information Program which informs the public of conditions abroad that may affect their safety and security. Country specific information, travel alerts, and travel warnings are vital parts of this program. ARS travelers may want to consult this website before visiting a foreign country.
4.
Travel Authorization
Travel Authorization, initialed by the RL. 
We are required to use GovTrip for making hotel reservations, but you may be able to direct them to a certain hotel if you find it on the FedRooms website.  Check the "FedRooms" website to see if hotels in the destination city offer a special rate for government travelers (http://www.fedrooms.com).  
Include the following information on the remarks page of the Travel Authorization:


-
Purpose of travel--including the name of the paper presented when attending a meeting or similar function. 


-
Annual Leave in conjunction with official travel.

-
A statement that the traveler is responsible for providing documentation of the correct exchange rate for all receipts.  (A currency converter site: http://www.oanda.com) 
· See instructions for filling out the Country Clearance form (eCC). 


The country clearance is for the US embassy in the FG country knowing exactly where the US traveler is at all times. This is used for clearing them out of the country in case of a national or international emergency. They want to be able to contact them within 24 hours in an emergency situation.

5.
FTIS Record
ARIS entry into Foreign Travel Information System (FTIS).  SEE FTIS DATA ENTRY INSTRUCTIONS IN THE ARIS MANUAL: http://www.npstaff.ars.usda.gov/ARIS/Manual/chapt14.pdf
A sample FTIS form is shown on pages 10-11. In the REMARKS block of the FTIS form, please include the following information for each trip leg
:

· Purpose of travel.  When the traveler is consulting or collaborating, state what the consultation or collaboration is about; when presenting a paper, the title of same; when giving or attending a seminar, the name of same; etc.

· Do not enter in-transit/overnight stay as a trip leg.  Instead, include in-transit/overnight stay in Remarks.
· List ALL cities within a country visiting and the dates (This explains to FAS where the traveler will be driving, but legs are for overnight stays).
FTIS REFERENCE TABLES

International Meeting Table
FTIS International Meetings

· The international meeting the traveler is attending should be listed in the corresponding Leg of the trip.  If the meeting is not in the FTIS system, send an email request through the travel contact to the MWA ATA with full name (no acronyms) of the meeting, begin and end dates, city, and country.  You will receive an email response when the meeting is added.

· If a meeting or conference is held outside of the United States, it is considered international and should be tracked in FTIS for the National Program Staff (NPS).  If the traveler is meeting with collaborators or just presenting a seminar to a university class, a meeting number is not needed. Query the international meeting table to make sure the meeting is not already on this list. 
There are various codes and tables used to ensure consistency of data in FTIS
.
Purpose of Travel Table

Code
Purpose Text

1
present paper at international meeting


2
attend international meeting without presenting paper


3
training


4
support ARS research program


5
travel of foreign based personnel to support ARS programs


6
support other USDA agencies


7
support other federal agencies


8
requested by non-government organization


9
requested by international organization

Funding Source Reference Table

Code
Funding Source Text

1
ARS appropriated funds


2
reimbursements from other USDA agencies


3
reimbursements from other federal agencies


4
payment in kind or funds from non-government sources


5
special foreign currency (i.e., PL-480)


6
PASA funds (aid projects)

Contributing Organization Table (when non-ARS funds are used to pay for trip)
Code
Organization Text

1
other USDA agency

2
other federal government agency


3
foreign government organization


4
international organization/association


5
foreign university


6
American university


7
American non-profit organization/association


8
personal funds


9
for profit organization/association

CANCELED TRIP

To cancel a trip before the trip has taken place, access ARIS and go to "FTIS."  Select "Active", "Foreign Travel Records."  Type in Traveler's name, hit Return.  Select the appropriate trip. Select "Action" then "Cancel Trip."  This method will not work once the beginning trip date has passed.

Sample FTIS Record

	Agricultural Research Service

Agricultural Research Information System

Foreign Travel Information System

Traveler:  SMITH JOAN
Travel Year: 2012
Title:     AREA TRAVELER
Phone: 309-681-6628

Begin Trip Date: 10/08/2012     End Trip Date:  10/26/2012
Duration:  19 days

Project Number:  3601-88888-001-00D
Team Leader: BUXTON DWANE R

Duty Station:  PEORIA, IL
Locn Priority:  1

ModeCode: 3601-01-00
Area Priority:  0

Accounting Code: 3013601915
Current Net Locn:  878,675

Agency Cost:  7,000      Contributed Cost:  4,948
Total Trip Cost:  11,948

Remarks: Annual leave 10/26/12 and personal leave 10/27/12. 

	Leg Code: A
City:  DALIAN
Begin Date: 10/08/2012
Country: CHINA
End Date:   10/14/2012
Purpose:  1 Present Paper at International Meeting

Funding:  1 ARS Appropriated Funds

Purpose Narrative:  Present information to other scientists to initiate collaboration between researchers in the field of crop genetics.”
International Meeting Number: 461
Meeting Begin Date: 10/11/2012

Meeting End Date:   10/14/2012
Title:
2nd Annual World Congress of Agricultural Biotechnology
    Contributing Organization:

Estimated Agency Cost:  6,500           Funds Contributed:  0

Total Leg Cost:  6,500
Role of Traveler: Presenter ‘Understanding gene regulatory networks to uncork bottleneck of crop genetic improvement’

Benefit to USDA: Attending the conference enables ARS to present our scientific achievement, foster and establish scientific collaboration to enhance research productivity.


	Leg Code: B

City:  HANGZHOU
Begin Date: 10/15/2012
Country: CHINA
End Date:   10/25/2012
Purpose:  8 Requested by Non-Government Organization

Funding:  4 Payment in kind or funds from Non-Government Sources

Purpose Narrative:  SEMINAR TITLE:  Soybean gene regulatory networks
International Meeting Number: 
Meeting Begin Date: 


Meeting End Date:   

Title:


    Contributing Organization: ZHEJIANG UNIVERSITY
Estimated Agency Cost:     0           Funds Contributed:  500

Total Leg Cost:  500
Role of Traveler: Expert: Soybean gene networks

Benefit to USDA: Presentation enables ARS to present our scientific achievement, foster and establish scientific collaboration to enhance research productivity.


	Signatures:

Title
                   Approving Official
Date
       Approve  Disapproved

	Research Leader:

CD/LD/DAD:

Area Director:

NPL / AFM / PM:

Deputy Admin.:

Administrator:




7.
Completed Visa application if traveler completes
USE link from FTIS record or request VISA FORM from ATA!  When providing a contact name on a visa application (see #8) or in FTIS, it should be the FULL FIRST NAME (no initials).  All documents must show the actual legal name and spelled out official ARS title of the traveler.  
8.
DS-11, DS-82, or DS-4085
If the traveler does not have any type of passport (neither personal nor government), include a completed DS-11 "Application for Passport" form.
If the traveler has a personal passport but does not have an Official passport, include a completed DS-82 "Application for Passport by Mail" form. 

If the traveler needs more pages added to their passport, include a completed DS-4085 "Application for Additional Visa Pages" form.  Before sending a passport with the travel package for a Visa, please take a minute to check the passport pages of the traveler's official government passport.  Consulates usually require a full, blank page in the passport book to affix their Visa.  If the consulate receives a passport that does not have sufficient space, they will return the passport to FAS requesting additional pages.  We then must contact the traveler to obtain a DS-4085 to apply to the Department of State for the additional passport pages.  By providing the DS-4085 with the original package, we can avoid delays or missed trips.

See more information about Passports.

Please be sure you are using the most current passport applications by visiting: http://travel.state.gov/passport/forms.html to download the latest application form.

Be sure to print the application as two single-sided pages.

Employees are PROHIBITED from using personal passports to conduct official government business. Employees may not use official passports for personal travel.  The only EXCEPTION is travel to Taiwan.  Taiwan is not recognized by the United States.  Country clearance is given, but any official travelers must visit Taiwan with a personal passport.  The traveler cannot use an official passport.  If the traveler does not have a personal passport, then s/he must apply for one or not travel to Taiwan.
The traveler is personally responsible for checking out/in their official passport from the passport retention officer.  It may be checked out 3 days prior to travel and must be returned within 5 days of return.

For information on passport pictures, go to http://travel.state.gov/pdf/Photo%20Guide%2010-01-04.pdf.
The Application for Passport by Mail needs to have “Will Call Agriculture” printed in Block 13 on the DS-11 OR Block 11 on the DS-82.  Also, each passport application has specific instructions for completion.  A certified copy of the traveler’s birth certificate must be submitted with the application.  Naturalized citizens shall submit their Certificate of Naturalization. Passport photos must be on thin paper, show full-front view of applicant with a plain light background; and must have been taken within 6 months of date submitted. (See form DS-11 for additional information about the passport photo as well as http://travel.state.gov/passport/guide/download/download_884.html.).  Have at least four additional prints made, because additional photos may be needed for Visas.  You may monitor the progress of a passport through the "Passport Tracking Records" in ARIS/FTIS.
PASSPORT TRACKING 

Country clearance is e-mailed to the travel contact and forwarded to the secretary (and possibly the traveler).  Country clearance must be obtained before passport can be released to traveler.
9.
Outside Funds
If outside funds are involved: letter of offer, letter of acceptance, Non Federal Source, and Ethics forms.
If outside funds are involved include the following: 
•
Letter of Offer.

•
Conflict of Interest Analysis Form.

•
Non-Federal Source Report Form.

•
An undated letter of acceptance prepared on behalf of the Area Director, e-mailed to Area Transportation Assistant through your travel contact. This is the only document that is e-mailed to the ATA.  Include a hard copy of the letter with your travel package.
•
Statement that "Only public information will be shared and no sensitive or confidential material will be used" should be added to the Remarks section of the AD-202.
10.
Airline itinerary
A trip itinerary from the GovTrip (or from traveler if tickets are being provided "in-kind" by outside sources).  If you need assistance from SATO Travel, make sure you have the PNR Locator Number before dialing and sign your authorization as approved.  Contact SATO Travel (1-866-569-5334) and follow the prompts to make airline/hotel/car rental reservations.  Train/boat/etc. tickets should also be arranged through SATO Travel.  Foreign common carrier expenses will be charged to the Central Billing Account (CBA) [not CC (individually billed account)] through GovTrip.
Non-refundable Tickets

If the traveler would like to request permission to purchase a non-refundable ticket, fill out the Purchase of Non-refundable Common Carrier Transportation form and have the traveler sign and date. Non-refundable tickets should be authorized by the person signing the AD-202.  If foreign travel, Area Director signature is required.  If domestic travel, Research Leader signature is required.  If the traveler chooses a non-refundable ticket and wants to purchase early, both forms (see Early Ticketing below) should be processed simultaneously.  REMEMBER:  The traveler cannot ask GovTrip to issue a ticket early.  This form should be included in the foreign travel package.  However, please advise the traveler that if the non-refundable ticket appears on the credit card billing, the credit card bill MUST be paid by the due date regardless of whether or not the traveler has completed his/her trip.
Early Ticketing
If the traveler would like to request early ticketing, complete the yellow highlighted sections of the "Early Ticket Request" memo and e-mail to the ATA, MWA.  REMEMBER:  The only authority for early ticketing is HEADQUARTERS—the traveler cannot ask FedTraveler to issue a ticket early.
11.
Completed package with the checklist is then sent to the MWA Transportation Assistant with official passport if visa is required.
NOTE:  Please be certain travel package is complete so the trip can be processed in a timely manner (use the checklist)!  All foreign travel packages sent to MWA for approval that are missing required information will be returned to the location via regular mail with an email to the AO, RL, Secretary, and travel contact person for the location, explaining why it was returned.

Returning foreign travel packages because of missing information causes a delay in the time allowed to obtain the necessary visas and country clearance for each trip!

Items that could possibly delay foreign travel authorization paperwork:
1. The international meeting (spelled out—no abbreviations) the traveler is attending is not listed in the FTIS International Meeting table.
2. Use of nickname.  ALL documentation MUST show the ACTUAL LEGAL name and SPELLED OUT OFFICIAL TITLE of the traveler.  Any variations most likely will result in requests being returned for correction.
3. Insufficient information about purpose of travel (title of talk, etc.), benefit to USDA,  or no country contact name.
4. No blank pages in passport.  Consulates usually require a full, blank page in the passport book to affix their visa.  If the consulate receives a passport that does not have sufficient space, they will return the passport to FAS requesting additional pages.
5. Expired or soon to expire passport.  Passports expiring within the next 12 months should be scheduled for renewal.  Before sending the passport for renewal, please make sure the traveler does not have a trip planned within 60 days of the renewal paperwork because once we send the passport to headquarters, we may not be able to have it returned until the renewal process is finished.
When the foreign travel is approved, the Area Office completes the Embassy notifications, and any other required information associated with the VISA request. 

�I think we can insert the proper instructions that came from HQ.  Why re-type and reinvent the wheel?


�Insert 11/9/11 list of “choosing purpose codes” here.
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