PROCEDURES FOR RESEARCH EMPLOYEE TRAVEL SUPPORTED FROM
NON-FEDERAL SOURCES
Research Service Line will process non-federal donated travel requests involving research as follows:
· Employee will submit their completed VA Form 0893 “ADVANCE REVIEW OF OFFER TO DONATE SUPPORT FOR OFFICIAL TRAVEL” with required backup documentation (invitation, agenda) to Mrs. Sheila DiIorio in the Research Administration Office (5A-104).  The form is available at http://atlaref.org/arefdocs/forms/aref_forms/VA0893.pdf.  If the donor is a 501(c)(3), please provide one of the following verifying the status:

· The organization’s weblink which indicates the status

· The Internal Revenue Service also provides information on its web site, including a toll-free number that anyone can call to determine the 501(c) (3) status of an organization.  http://www.irs.gov/charities/article/0,,id=96136,00.html
· Information from www.guidestar.com
· A letter from the organization

·  If the proposed travel is to be processed by AREF (AREF is listed as the “Donor organization” on the face page of VA Form 0893), the VA Form 0893 and supporting travel request documentation should be submitted to the AREF travel office. AREF will provide Mrs. DiIorio with a copy of AREF request for travel, including VA Form 0893.
· For all research related donated travels, Mrs. DiIorio will scan and forward a copy of the travel packet to Ms. Ellen Hastings in the Region 5 Regional Counsel Office for review and determination of appropriateness.
· After Regional Counsel signs the VA Form 0893, the package is sent to the VA Chief of Staff for review and signature. A copy of VA Form 0893 signed by VA Regional Counsel should also be included in the materials forwarded to the Chief of Staff for review.
· Chief of Staff will sign the VA Form 0893 and return to Research.  

· Research will notify traveler of determination and retain copy in files.

· Education Service Line will continue to process all outside funded donated travel requests (VA Form 0893) for non-Research employees or that do not involve research activities.
· Foreign Travel: 60 days prior to foreign travel, traveler will submit the completed VA Form 0893 including the Education issued VA Foreign Travel Form to the Education Office by scan/email.   It is the traveler’s responsibility to obtain a government issued passport through Central Office. Contact the Education office at ext 2411 for further information
