Date e-mailed to Code ID:___________

Foreign Travel

Headquarters Advance Notice Form

(Countries other than Russia and  Geneva, Switzerland)

Use this form to initiate the request for country clearance.  Multiple travelers can be listed on one form.

Traveler(s) Name and Title: 

Traveler(s) E-mail Address: 

Traveler(s) Directorate point of contacts’ E-mail Address:

Purpose of Travel: 

Itinerary (Include dates, countries to be visited, organization, locations, etc.):

Date, 2004
Depart XXXXXX

Date, 2004
Arrive in Country

Date, 2004
Depart Country

Date, 2004
Arrive in XXXXXXX

Point of Contact’s name and telephone number:

Hotel names and telephone numbers:

Name of Headquarters concurring official (Provide for nonProgram Travel Only)
Account of any leave to be taken during trip:  
APPROVAL:

Program Manager
Date

