JPL Foreign Travel Request Procedures
If no foreign travel was in the proposed/awarded budget and there are funds available in the awarded budget to cover the foreign travel - the process is as follows:

· GM/PI completes the JPL Foreign Travel Request Form and attaches a budget that realigns the funds to accommodate the foreign travel costs.  The form/budget is then sent directly to Pat Spray.
· JPL sends out an e-mail with approval of the foreign travel to the PI and OSR.  OSR forwards the e-mail approval to Project Accounting and then files the approval in the award file.
If no foreign travel was in the proposed/awarded budget and there are no funds available in the awarded budget to cover the foreign travel - the process is as follows:

· A supplemental proposal is required (DAF, SOW, Budget/Justification) – the Foreign Travel Request Form is not required because the supplemental budget and justification will have the information for the foreign travel.  If the statement of work is not changing, the original SOW can be re-submitted with a statement added that the new foreign travel does not change the scope of work.
· GM/PI sends OSR the supplemental proposal and OSR reviews/submits the proposal to JPL.

· JPL will issue an IA for the additional funds and OSR will process it in ORACLE and issue the award and award summary.
If foreign travel was in the proposed/awarded budget, but no destination was indicated, the trip is not approved.  A  Foreign Travel Request Form needs to be completed – the process is as follows:

· GM/PI completes the JPL Foreign Travel Request Form and sends it directly to Pat Spray.

· JPL sends out an e-mail with approval of the foreign travel to the PI and OSR.  OSR forwards the e-mail approval to Project Accounting and then files the approval in the award file.

If foreign travel was in the proposed/awarded budget and the destination was indicated, the trip is approved even if the dates and/or traveler are unknown.  However, Pat Spray needs the name of the traveler and dates of the trip at least two weeks prior to the trip.  No Foreign Travel Request Form is required – the process is as follows:

· GM/PI sends an e-mail directly to Pat with the name of the traveler and the dates of the trip.
If foreign travel was in the proposed/awarded budget and the destination was indicated but the destination changes after the budget was approved, a new Foreign Travel Request Form needs to be completed for approval – the process is as follows:
· GM/PI completes the JPL Foreign Travel Request Form and sends it directly to Pat Spray.
· Please fill in the form electronically and do not write by hand in text fields.

· JPL sends out an e-mail with approval of the foreign travel to the PI and OSR.  OSR forwards the e-mail approval to Project Accounting and then files the approval in the award file.

No travel reservations should be made by Campus until JPL approves the new foreign travel.  

If campus sends OSR the Foreign Travel Request Form, OSR will forward it to Pat Spray, but it is the responsibility of the requesting GM/PI to follow-up with Pat Spray to confirm receipt, any further information needs and approval.
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