UNITED STATES DEPARTMENT OF COMMERCE
National Oceanic and Atmospheric Administration
Office of the Chief Financial Officer

Finance Office

MEMORANDUM FOR: All Foreign Travel Contacts (FTCs)

FROM: Nancy M. Gates “77////? 777%@

Director, Financial Policy 4nd Compliance Division
SUBJECT: Foreign Travel Reminders

DATE: February 28, 2014

Effective March 21, 2014, the NOAA Travel Office (NTO) will be moving to another office
location, but will remain in the same building (20020 Century Blvd, Germantown, MD). The
transition will be fairly seamless and will require little action on your part. In order to ensure
that foreign travel packages are processed timely, and prior to travel, we ask that FTCs plan
accordingly by ensuring that packages are submitted well within the timeframes specified in the
NOAA Travel Regulation (NTR). While we do not anticipate any significant processing delays,
there may be one or 2-day delays due the inability to access files. In addition, please advise
Chasity Donaldson of any rush travel situations by March 14, 2014 by sending her an email with

the employee’s name, dates of travel, places of travel, as well as the status of the foreign travel
package.

The following is a list of reminders that we would like for you to share with your travel preparers
and travelers:

¢ Submit foreign travel packages through vour servicing FTC prior to being sent to
the NTO for processing. Foreign travel packages sent to the NTO prior to being sent to

the FTC will cause processing delays since the package will have to be sent back to the
FTC for approval.

e Submit complete packages. As our goal is to provide the best possible foreign travel
service for NOAA travelers, it is important to submit complete foreign travel packages
since incomplete packages will cause processing delays which could ultimately result in a
canceled trip. The NTO will no longer process foreign travel packages without approved
travel authorizations and/or without a checklist. A complete foreign travel package
consists of:

o A completed Foreign Travel Checklist:

One copy of an approved travel authorization:

Up-to-date (yearly) Defensive Travel Briefine:

An official passport and/or passport application/passport letter/passport photos; and

Any necessary visa applications and/or visa photos/letters of invitation, if applicable.
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* Submit foreign travel packages with adequate lead times. Since lead time
requirements for passports and visas are dictated by the Department of State (DOS) and

the embassies, it is important to allow the following lead times:

4 to 6 weeks to process applications for official passports;

Seven business days if visas are not required;

10 to 15 business days for most visas, with the exception of;

15 to 20 business days to obtain visas for China, Spain, or Vietnam;
6 weeks to obtain visas for Russia or India; and

2 months to obtain visas for Cuba.
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Another memorandum following this one will be sent to you after the completion of the move,
and will include the NTO’s new room numbers. In the meantime, foreign travel packages can be
addressed with the following address: 20020 Century Blvd, Germantown, MD, ATTN: Chasity
Donaldson. Please visit the NTO website for more information on processing foreign travel
packages. If you have any questions regarding this memorandum, please contact Chasity
Donaldson at Chasity.N.Donaldson@noaa.gov or (301) 444-2129.
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