Foreign Travel Individual Trip Report Instructions
DHHS Travel Policy requires that Individual Trip Reports be submitted within 2 weeks of returning from International Travel. (HHS Travel Manual - 5/08 - section 6.2.8.2)

A trip report is a brief written report of the significant aspects and results of his or her trip, including a summary of the extent to which the purpose(s) of the trip was achieved.  There is no mandated format for trip reports; however, below is information that will assist travelers in writing trip reports:   
Traveler Name, Travel Dates: self-explanatory
Destination: City/Country in which activity/meeting/conference was held

Name of Activity/Meeting/Conference: please spell out acronyms and don’t use abbreviations

Purpose of Attending: 

· What was your role at the meeting? 

· What area of research or interest was covered at the meeting?

Example:   To serve as site visit reviewer for the Ovations-United Health Care RFA to create Centers of Excellence in the Prevention and Treatment of Chronic Diseases in the Developing World. This program is sponsored by Ovations-United Health Care and NCI.
Significant Outcomes:

· What are the results of the collaboration/meeting?

· Were new research areas identified? Why or why not?

· Were collaborations established/renewed? Why or why not?

· What made the trip worthwhile?
Example: There were two reviewers for each meeting (Richard Smith, Ovations-United Health Care and Jane Scott, NCI). Each visit lasted two full days. We visited facilities and resources central to the conduct of each proposed Center, including China CDC, Peking University Health Science Center, and primary care clinics in Shanghai. As a result of the site visit evaluation, one site will be recommended for funding and one will not.  Given the enormity of these health care problems, and that only one China site will be funded, the site visit was very important. The site visit permitted the opportunity to meet the Principal Investigators, their colleagues, the management team and to see the physical space/resources where the proposed work will be done. Accurate evaluation of each proposed program, the team, and resources would have been impossible without site visits.
Submitting Trip Reports 
Traveler prepares trip report, and emails electronic file or prints and gives hard copy to planner.
Travel planner uploads electronic file or hard copy into GovTrip voucher.  Planner must update Notes field and re-name the document “trip report.  NOTE:  GovTrip will not allow planner to route voucher for approval without trip report uploaded (and with correct title of document).
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