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Subject: FOREIGN TRAVEL

J:'T-—'L W _krgﬂa Director

1. Purpose, This directive establishes Office of Surface Mining Reclamation
and Enforcement {0SM) policy and procedures for foreign travel of OSM
employees and for all other persous traveling on 0SM business whose travel
cogsts wlll be reimbursed by OSM.

2.  Definition.

vel. Foreign travel as used in this directive means.travel by
0SM employees on official business to any paint outside the United States,
District of Columbia, United States territories, the Commonwealth of Puerto
Rieco, and the Trust Territery of the Pacifiec.

3. Policy/Procedures.
l B
a. General Pelicy. It is the policy of 0SM that the number of

travelers and the number of trips to foreipn countries be held to an absolute
minimum necessary for the conduct of essential business and to accompllsh
Agency cbjectives.

b.  appreval of Forelgn Travel.

(1) General Besponsibility. Attachment 1, "Frocedures for
Requesting and Approving Forelgn Travel®, summarizes in outline form, the
responsibilities deacribed below.

(2) Iraveler's Responsibilitjes.

{a) It is the traveler’s regponsibility to prepare the
Forelgn Travel Certification (DI Form 1175, Attachment 2} and Travel
Autherization in accordance with this directive, and to submit it through the
appropriate channels no later than 60 days prior to the departure date. The
DI Form 1175 should contain {or have attached) specific justification and
objectives of the trip, name{sg) of senicr participant(z), itinerary, and a
listing of wajer events, meetings, and appearances, Included also sheould he a
transmittal memorandum (outlining the itinerary) from the Director, through
the Assistant Secretary - Land and Minerals Management to the Assistant
Secretary - Territorial and Internatlonal Affairs,

(b Annual leave authorized in connection with foreign travel
should comply with OSM leave policy and should net negatively affect the
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accorplishment of the official businesz carried out on the foreign travel.
Approved annual leave should be shown on the travel authorlzatlon when 1t will
exceed one workday, The amount of leave to be authorized is discrecionary
with the approving official. Approval should take into account the effect of
the leave on accomplishment of the travel purpose,

(3) Asslstant Digector and Deputy Director Responsibilities. The
apprupriate Assistant Director and Deputy Ditector are responsible for
determining that the trawval ia in the interest of O5M and that all the
tequired documentation Is provided In the travel reguest, If approved by the
Agssistant Director, the trave] request will be forwarded through the Deputy
Director to the Director, 0SM, no later than 45 days prlor to the deparcure
date. When travel lnvelwves more than one employee from the same Directorate,
separate DI Form 1175's and Travel Autherizations shall ke submittad for each
traveler, and all travel reguests shall be sent as a package to the Director,
OSM.

(4) Dirscies's Responsibilities. The Director, OSH will determine
if the requested travel is in the best interest of the Department, If the

Director approvesz the travel request, it will be forwarded to the Department
no later than 30 dayes prior to the travel.

Requests will be reviewed by the Assistant Secretary - Land and
Minerals Management and will be forwarded te the Assistant Secratary -
Territorial and International Affairz. The Araistant Secretary - Territorial
and International Affairs will review the request and upon concurrence will
Forward the request to the Asslstant Secretary - Land and Minerals Management
for final approval.

Requests which receive final approval will be returned tao the
Director, OSM. The travel authorizations will be signed by the Director and
forwarded with an approved copy of the DI Form 1175 to the employee. These
docunentz must be in the possession of the employse before the travel
COMMENCES .

(5} Specis] Clearance Requirements.

(a) Wheo foreipgn travel requires an employee to be awsy far
more than 30 days, requesters shall provide a statement to the approving
authority regarding the sffects, Lf any, which such extended abzence might
have on cthe accomplishment of domestlic misaion assignments.

(kY If the employee will be accepting a glft of travel
expenses from a forelgn government under statutery autherity 31 U,5.C. 1353,
approval of the acceptance of the gift must be obtained from the Deputy Ethiecs
Counselor, through the Assoclate Ethics Counselor and approved by the
Asslstant Secretary - Land and Minerals Management.

(c) Papers or speeches which reflect foreign policy or
present Departmental positfons on international programs, policies, and
missions shall be cleared by the Office of the Assistant Sectatary -
Territorial and International Affairsz 3} days in advance of initiation of
travel,
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{d) A security clearance and/or briefing may be required for
foreign travel to certain countrles. This requlrement iIs explained in detail
in the Department Manual {442 DM 4.4) and in OSM Directlve PER-13. When the
travel will be to or through one of ths countries specified in 442 DM 4.4E,

. the traveler should contact the 0SM Security 0fficer and provide trip
itinerary Information 30 days prior to departure to arrange for a briefing.
The OSM Sseurity Officer will coordinate briefings with the office of the
Assistant Secretary - Territorial and Internatiomal Affairs.

(e} Business should not be conducted with officials of
foreign governments without the lmowledge of the Chief of the U.S. Diplomatic
Mission in that countty who iIs responsible to the PFresldent for the
coordination and supervigion of all Y.8. activities in the country to which
he/she is accredited. The traveler 1s responsible for emnsuring that such
notice {s given via Scate Dapartment airgram or telegram to the Chief of
Mission through the appropriate Department of State country officer. The
traveler will prepare the alrgram or telegram for the Director's slgnature.
The informatien yrequired by the Department of State le outlined in Attachment
3, which provides the Adminlstrative procedures for U.5. visltors te India.
Thie communication should be made 30 days priecr to departure to allow time for
trecelpt of any response from the State Department.

{£) Enployaes receliving invitations to attend and/or
participate In an overseas meeting or conference must obtain approval of their
foreign travel before accepting the Invitation or agreeing to present a paper.

{6) Emergency Forelgn Trgvel. If the Director, O0SHM determines that

the travel is an emergency, the lead time for submitting the travel request
may be clrcumvented. However, the trawvel reguest must be approved by the
appropriate officials bhefore the travel commences, In cases of extreme
emergency {(e.g., response to foreign natural dlsasters where 05M staff has
been asked to parcticipate as part of an international relief effort) travel
may be undertaken with the verbal appreval of the Director or Deputy Director,
In such instancea, the final approval process outlined above must be completed
within 10 working days of the trip's origination.

c, Ve cE

(1) Werldwlde Lodgings Plus System. This {s a revized cowputation
reimbursement system that applies to travel beglnning on or after December 1,
1990, when this system went inte effect. Under the Lodgings-Plus foreign-area
per diem system, relmbursesments are limited to actual lodging sxpenses {up to
a maximuwe dollar lodging amount) plus an amount fer Meals and Incidental
Expenses.

{(2) VUge of Ferelgn Currency and U. 8, Dellars. To the maximum
extent possible, excess end near-excess forelgn currency, Lnstead of U 5.
currency should he used to defray the cozt of foreign travel, A traveler
receiving a 1,5, dollar travel advance for travel expense should convert the
U.S5. dollars, plus other fumde hefshe intends to use for personal expenses
into U.S.-owned foreign currency upon arrival in such countries. This should
be accomplished through the Accommodation Exchange Service provided by U.5.
disbursing officers at the appropriate American Embassy or by cashlers at the
U.5. Consulates.
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{3) DRassports, Visas, and Ipmwnizakions. OCfficlal passports are
issued by the Passport OFffice of the Department of State. These are issued
for specific travel assignments and are valid five years from date of
isgsuance. They cannot be uzed for pleasure or personal business, When travel
has been completed, the passport must be returned to Branch of Trawvel
Services, Office of Administrative Services (FMC), Office of the Secretary,
Washington, D.C. 20240, for safekeesping.

Precedures In cbtaining a pasaport:

1. All travelers must provide the Branch of Trawvel
Services, FMO, with an approved copy of the DI-1175,

2. The PMO will provide the traveler with a letter
of justification and & Pasapoart Application, DSPll, te completa,

3, Proof of citizenship is established by: bltth certificate or a
certified copy of hirth certificate or certificate of
naturalization.

4. 2 photographs of the applicant ars raquirad,
2 x 2 inches In size, two more than 6 montha old, of passport quality
and signed on the reverse side.

5. The application and all documentation must be personally presgented
to and executed by a passport agent.

¥isas - The PMO will advise the traveler of any nmeeded visas and acquire
the visa for the traveler. The passport oust he 1ssued before a viga can
be acquired.

Immypnizetions - The Depariment’s Division of Medical and Health Services,
Office of Personnel, will determine what {immenlzations are necessary for
travel to a country.

(4 U8, Flag Capriets. The Fly America Act reguires Federal
employees and their dependents, consultants, contractors, grantees and others

performing forelgn alr travel financed by U.5. money to travel on a U.S5. Flag
carrier, which is an air carrier helding a certificate under Section 401 of
the Federal aAviation Act of 1958. A forelgn flag alir carrier may be used if a
U.5. Flag air carrier 1z not able to provide the service or the use of a U.5.
Flag alr carrier will not accomplish the agency's mission.

{5) Rest Stops wWhen Travel Outside CONUJ {s Involved. When travel
is direct between authorized origin and destinatlon points which are separated
by several time zones and elther the origin or destination point 1s outside
CONUS, a rest period not in gxcess of 24 hours may be authorlzed or approved
when air travel between the twa points Is hy less-than-premium-class
accommodations and the scheduled flighe time, Including stop-overs, gxceeds 14
hours by a direct or usually-traveled route.
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6) Inteimational Deteline. In computing per dlem in cases where
traveler crossss the International dateline {180th meridian), the actual
alapsad time shall be used to compute per diem rather than calendar days.

d. Irip Reports. OSM employees are requlred to submit trip reports for
all foreign travel. These reports must be forwarded so as to be delivered to
the Assimtant Secretary, Territorial eand International Affairs within 10
working days of the travaler's yaturn.

The Department requires that trip reports contain the following

Infermation:

a Title of the meeting(s)} attendsd.

a Location and datea of the meeting(s).

o Purpose of the trip.

o Names and citles of individuals contacted.

o An evaluation of the beanefits of the trip in
termg of OSM or Departmental missions or foreign policy
abjectives.

o Problems encountered and positions taken.

c Fecommendations for future actions, locluding

the organization responsible for follow-up activities,
A suggeated Format Is furnished as Attachment 4.
All trip reporte must reference the control number assigned to the
approved Forelgn Travel Certiflcation Lorm {PI-1175) by the Offlice of the
Assistant Secretary for Territoerlial and International Affairs.

Trip reports will be submitted to the Assistant Secretary for
Territorial and Internativnal Affairs through the Ditecter, 05M.

4. Reporting Requirepents. Nome.
5. References:

a. Departmental Manual, 347 DM? and 89, and 442 DM4.
b. Departmental Bulletin 85-1, dated 10/03/85,
c, 5 CFR Part 2635.204,
d. 0SM Drective PER-13.
e, 31 U.5,.C. 1353
6, Effacc opn Othexy Docupenta. TRV-2, Forelgn Travel, Dated 3/22/88 is

hereby cancelled In its entirety.
7. Effective Daie. Date of isauvance.

8. Coptact. Assistant Directer, Finance and Accounting,
{202) 208-2560.
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PROCEDURES FCR REQUESTING AND APPROVING FOREIGN TRAVEL

Employee submits travel request forms through the
appropriate channels to the Assistant Director no
later than 60 days prior to travel.

Deputy Director, Assistant Director or sStaff Office
Head reviews forms for proper justification and
documantation and, 1f approved, forwards through
the Deputy Director as approprlate, to the Director,
no later than 45 days prior to the travel. (If
there will be the acceptance of a gift of the travel
expenses under 31 U.5.C. 1353, the travel requast
must be reviewed and signed by the Deputy Ethics
Counselor priocxr to submissjon to the Director, OSM,
and Aszistant Secretary - Land and Minerals
Management for approval.)

Diractor, OSM reviews request. If approved, the
reguest will be forwarded to the Assistant
Secretary - Land and Minerals Management no later
than 30 days prior to travel.

Assistant Secretary - Land and Minerals Management
will review and forward to the Assigtant Secretary -
Territorial and International Affalrs.

| ———

Agsistant Secretary - Terrltorial and International
Affaire will review the request, and upon concurrencej
will forward the request to Asgigtant Secretary -

Land and Minerals Management for final approval and
return the request to the Director, OSM.

If travel request is approwved by the Assistant
Secretary - Territorial and International Affalrs,
the Director, 0SM will sign the travel authorization
and forward it, along with an approved cocpy of the

- DI Form 1175, to the employee.
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Attachment 2

Form DI— 175 UNITED STATES Bureau or Dlice

(Rovember 1966) DEPARTMENT OF THE INTERIOR
Crat
FOREIGN TRAVEL CERTIFICATION a
INSTRUC TIO'NS

Head of buresu or office will execyle and submit for zecratariaf Gives names mnd hu-mu of offices or ather Departmantal
approval. Explain, on mwverse, itemz no! checked below. officinls to sttend seme Foreign meeting or conference,
Name of traveler and date of birth Pesitien dite and grade !-e:url.t]r clearance ’

D Secret D Secrst !:I e dad
Purposs of travel! Dates of traved Places to be visited

L]

Cos1s during travel period Fill another ageney shire coate? EYII Dﬂu {1 Yyen, " romplere follmoing}
Salary ¥ Agency name
Per Diem 3 '
Trandporiatica % Sulary (Approximareiy) %
Other caxta ] Other costa 5
TOTAL, H TOTAL 5

I HEREEYJ CERTIFY That the travel proposed above ix essential and supported by the following consideratioa:
1. ] The objective camot be accomplished by telephone, cable, or airmail anHl there is no official presently in the
foreign area who could be substituted

2. 1A major ocbjective or program of the bureau, office, or the Department is invelved, and travel is limited to
the minimium necessary to accomplish the apency’s program (BOB Circutar A-58)

3. 1 Travel has been coordinated within the buresu or office and with other bureaus and offices concemed to avoid
duplication with cther present ar anticipated trayel to the same foreign area &

T Anticipated benefit to the Department is substantially greater than cost

5. T To save travel time, all possible arrangements have been made in advance, including the preparation of
working documents

6. __] Full consideration has beea given to career development program of the burean or office in the assignment of
the proposed travel duty

7. __] Authority to represent or commit the Department has been granted o the exlent necessary 5o that another
traveler of higher rank or mare authority will not have to repest the travel

T _1'Traveler will make a report whick will be distributed ta interested officials to share in the benefits
9. ] No annual leave has been requested

10. [_] No other Depurtmental employ=es are known to be planning ta attend the meeting or canference

(Signalure of head of byraay or Silice) {Tie)

Approved: [ Cencur:

.

({AgEietant Secrelary) (Datey (Assitlant Secretery) {Date)
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Adninlatrative Procedures for 0.5, Visitors to India
{(Instructions from ¥.5. State Departmant)

The following requirements apply to anyone, whether & Govermment or non-
Government employes, who ls sponsored by a U.5. Govermment agency on an
official visit to India:

1. Every officlal vizitor must recaive the concurrence of the embassy for
hig/her vialit to India, ({Note: MNormally embasay's concurrence is granted in
the course of accepting responsibiliry for handling arrangements for the
visitor's travel, However, where smbaszsy has reservatlon about the purpose or
effect of the proposed travel from any point of view, ewbaasy may request
additional information or, in exceptional circumstances, refuse permission for
the vizir. Sponsoring agencies are requested, therefore, to carefully
zerutinize proposed travel to ensurs that it is fully justified in the
interests of the spansering apency, and that persconal and official business
time Is clearly identified and segregated.)

2, Embassy must be notified at least seven {7) repeat seven {7) weeks in
advance of the date of propoged afficial travael. This time iz needed in order
to ohtain Government of India clearance for the visit where required, and to
make and confirm airline and motel reservations and appointmenta with most
officials and scientists, (Note:; Unless exceptional elrcumstances prevail,
which must be explained, embassy will henceforth routinely turn back preposals
for visits which are not recelved, with all information requested, at least
seven weaks In advance of the wisit.)

3. For each U.5. visitor, embassy requires the following Informatlion:

-=-(AY Complete name

--({B} Date of birth

--{GC} Title

-- (D} Work address and telephone number

-=-(E} Home address and telephone number

--(F} Father's name

-= () Citizenship

-=-(H} Educational level and fleld of specialization (E.G.
FH.D, /Cheristry, MD Heuroepidemiclogy)

--{T1) Pagaport number, place of Ispuance; date of issuance; date of
explration

-=(I3 Date of last vigit to India

-- (K} Cities and instirtutionsz to be viaited, with brief explanation
of purpose of visit to each

--(L} Itinerary for wisit indicating dates and times of arrival and

departure from India including flight numbers and for each stop
in India (unless embassy 1s requested to make Intarnal travel
arrangements},
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--{M) Instructions on whether appointments are to be made by embassy
cn behalf of visitor or whether they have been or will be made
directly. Any contacts already made should be lndlcated L
embaasy {a to make further arrangements,

--{H) Instructions on whether motel/alrline reservations are to be
nade by embasay for viaitor or whether they have been or will
he made directly.

--{3) Autherization, Including fiscal accounting data, for expenses
ta be paid on behalf of visitor. The authorization musi state
the amount payable or the itinerary on the basis of which
applicable per diem should he calculated and the amount of
miscellaneous expense payable. The accounting data must be
complete, {,e., include appropriate aywbol, allatwent code,
okligation number, bureau code, etc.

4. Gfficial visitors to India must obtain an Indian Visa, and the Vise must
ba appropriate far the purpese ilntended by the visitor. In no, repeat no,
case i1z a Tourist Visa appropriate for a visitor traveling to India on
efficial business or in comnnectlion with a research project. Mote: Embasgsy is
particularly cencerned about recent adverse publicity given to officially-
sponsored travelers who have visited India In commectiom with research
projects, but have entered Indla om Tourlst Visas. Thias practice must be
asgiduously aveided in ordar that the antire program of S5&T cocparation nat ba
jeopardized.

Agenclea should encourage and facilitate wvisitors application feor an
apptoprlate visa well In advance of the visit. In case of difficulties,
embassy should be informed at the earliest opportumity Ln order that the
asgistance of the Indian host apency can be enlisted,
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Trip Reports Due: 1C¢ Working Days Upon Return ¥

TP/MEET

Ha [ Dates of d Placaes ¥j d:

Hames of Cthers Hampe ! U.8. Agency:

Accompanying

You:

Eey Counterpatrt Mame: Countrv: Agency:
sonnel : .

Purpose of Trip or Title and Sponsor of Meeting Attended:

Summary of Trip Discussions and Activities:

Conclusions an (6T

Actions Reguire d Responsib onnel :



