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I. Background

The Office of the Secretary and its cross-USDA Foreign Travel Management Streamlining Team are working to streamline and improve management of foreign travel.  Key to the success of these efforts is standardized GovTrip data, which will be used to consolidate and report information on these activities for all USDA agencies.  To ensure that OSEC, Mission Areas, agencies, and others in USDA receive sufficient information, please follow the requirements below when entering information on foreign travel authorizations in GovTrip.  We need to enforce uniformity of abbreviations, destinations, trip purposes, and placement of data to ensure accurate, readable reports.  

II.  Required Data

Please enter the data in the appropriate fields, and in the order listed below.

1. Select the correct City and State/Country from the Destination list.  Only use the “Other, Country” option when the city is not on the list. 

2. Select the correct Trip Purpose from the list

	Trip Purpose
	Definition

	Conference/ Not Training 
	· A meeting for consultation, discussion, or exchange of information on a specific topic, such as when a traveler will make a speech or presentation, deliver a paper, attend a meeting, seminar, symposium, event, or retreat, communicate information about USDA programs to external partners/stakeholders, provide training, or receive an award.

	Training
	· Planned, prepared and coordinated program, course, curriculum, or subject which will improve performance and assist in achieving the agency’s mission.  Announced purpose is educational or instructional.  More than half of the time scheduled is for a planned, organized exchange of information.  Content will improve individual or organizational performance.

	Mission (Operational) 
	· Supports agency’s strategic plan and performance objectives, such as:   provide technical assistance; perform operational or managerial activities related to the mission of the organization (e.g., grant operations, management activities for internal control purposes, an audit,  inspection or repair activity); conduct negotiations; discuss agency operations or topics of general interest; review status reports; participate in a pre-employment interview; pickup/return equipment; or appear in court.  Includes travel performed for purposes not included under another purpose codes.

	Special Agency Mission
	· Use these special purposes only after consultation with and approval from your GovTrip Federal Agency Travel Administrator (FATA).

	Employee Emergency
	

	Entitlement
	· 



3. Use the Trip Detail Field to enter the name of the conference or meeting, or a summary description of other types of activities.  To facilitate the Department’s travel review and conference reporting requirements, the following conventions should be used:
· Enter the full official name of a conference or meeting, followed by the start and end date of event (not your travel dates), name of event organizer, event website address if available.
· Do not abbreviate words or use acronyms.
· Do not precede conference/training names with “the”, “a”, or other articles that are not an official part of the name.
· Do not use quotation marks in conference/training title/name. 
· Spell check the text.

4. Use the Trip Purpose Description Field on the Trip Preview screen to:
· Enter the role of the traveler for the trip. Be short but specific.
· Enter a short description of the purpose for the travel.
· Enter a brief description (e.g. one-three sentences) of the benefit to USDA of the trip, and why this traveler’s expertise is needed.
· If another USDA or federal agency, or outside organization is sponsoring or reimbursing costs of the trip, enter the total amount of contributed funds and/or the value of in-kind services provided (purchased or prepaid air, lodging, etc.
· If sponsored travel, select and Assign Sponsor to Accounting Code screen). 
· If reimbursable travel, enter the reimbursing organization’s full name.
· If “emergency travel” (i.e., submitted less than six weeks prior to departure), a brief justification
· Do not enter information that is elsewhere in the authorization (e.g. name).  
· Spell check the text.

5. Update Your Grade/Executive Level and Title (on the Profile, My Additional Information page)
a. Verify/update your GS/Executive level (in the Title/Rank field):  Double-check the grade level listed, and update it if needed.  Please note: GovTrip does not currently support entry of your title in this field.  We are working with the GovTrip vendor to clarify the name of the field.
b. Enter your job title (in the first Not Used text field near the bottom of the page):  Please use your official title, not your job series title.  Please note:  We are working with the GovTrip vendor to change the name of this field to “Title” and increase the number of characters it will accept.  If the system will not save your changes here, please put an abbreviated title in the “Title/Rank field above).
c. Remember to check the box – Update Permanent Profile.

III. Examples of Data Entry into GovTrip

· Sample data to enter in the Trip Details field: 
· If traveling to a conference or other named event:  World Cotton Congress, 01/09/12-01/13/12, United States Association of Cotton Ginners, www.cotton.org.  
· If traveling for another purpose:  Provide technical assistance on maximum residue levels 

· Sample data to enter in the Trip Purpose Description field:  Expert on diseases of cotton.  Will chair a conference panel discussion on emerging cotton diseases in the Middle East to foster collaboration between researchers.  Such collaboration will lead to cooperative, productive research that will result in increased cotton yields for American growers. 

·  Sample data to enter in Title/Rank field: GS-13. 
· Sample data to enter in the first “Not Used” field:  Program Analyst.
USDA Foreign Travel GovTrip Data Entry Requirements - FINAL Nov 8 2011 v14.docx	2

