REQUEST FOR APPROVAL OF PREMIUM CLASS

For DOE Field Employees

	Name of Traveler:
	     

	Grade:
	     
	Title:
	     

	DOE Organization and Location:
	     

	

	Travel
Date
	Departure Point
	Destination
	Cost of
Business Class
	Cost of Coach
Class
	Cost
Difference

	     
	     
	     
	$     
	$     
	$     

	Premium Class Requested for:   FORMCHECKBOX 
  Roundtrip    FORMCHECKBOX 
  One-Way to Destination    FORMCHECKBOX 
  One-Way Return Only

	Trip Locator Number (if available)
	     
	
	TA Number (6 character field)
	
	

	

	Justification:

	 FORMCHECKBOX 

	Scheduled flight time (including changing planes) exceeds 14 hours without a rest stop or rest period.

It is not cost-effective, not practical, or I cannot schedule a flight a day earlier in coach to allow either a rest stop at an intermediate point en route or a rest period at the destination before starting work. 

	
	Outbound flight time is
	     
	hours
	     
	minutes

	
	Return flight time is
	     
	hours
	     
	minutes

	
	Official business begins on
	     
	at
	     
	

	
	
	(date)
	
	(time)
	

	 FORMCHECKBOX 

	Accommodate disability or special needs (Competent medical authority’s documentation must be attached or on file.
Documentation needs to be less than one year old, except for a documented permanent disability.)

	 FORMCHECKBOX 

	Exceptional security circumstances (Provide Details in Additional Comments)


	Travel Purpose (descriptions on page 2):  

 FORMCHECKBOX 
 1-Emergency    FORMCHECKBOX 
 2-Mission (Operational)    FORMCHECKBOX 
 3-Special Agency Mission   FORMCHECKBOX 
 4-Conference (other than training)    FORMCHECKBOX 
 5-Training

Check One Trip Purpose Only
Additional Comments:         



	
	
	
	     
	

	
	Traveler’s Signature
	
	Date
	

	
	
	
	     
	

	
	Requesting Official Signature
     
	
	Date
	

	
	Requesting Official Name & Title  

	
	Approved:
	
	Disapproved:
	
	
	

	
	
	
	
	
	

	
	Approving Official Signature
     
	
	Date
	
	

	
	Approving Official Name & Title  
	
	
	
	


Travel Purpose Descriptions
	Code
	Travel Purpose
	Use When
	Examples

	1
	Employee Emergency
	Travel related to an unexpected event or injury/illness which affects the employee directly and requires immediate action while the employee is on Temporary Duty (TDY) travel.


	· Traveler incapacitated by illness or injury

· Death or serious illness of an employee’s family member1 
· Catastrophic occurrence or impending disaster directly affecting the employee’s home

· Travel for employee on TDY to receive medical care

· Medical attendant transportation (FTR2 §301-30.4)

· Assistance for an employee with special needs (FTR §301-13.3)

· Threatened Law Enforcement/Investigative Employees (FTR §301-31)

	2
	Mission (Operational)
	Travel related to normal operational or managerial activities.
	· Meetings to discuss agency operations, review status reports, or discuss general topics

· Hearings

· Site visits

· Information Meetings

· Inspections

· Audits

· Investigations

· Examinations

	3
	Special
Agency Mission
	Travel related to a task outside the agency's normal business activities which is unique and normally not programmed in the agency’s annual funding authorization.   
	· Details

· Security missions

· Emergency responses/recovery to civil or natural disasters

· Evacuation

· Catastrophic events

· Technical assistance

· Evaluations
· Assessments 

	4
	Conference

(other than training)
	Travel related to a prearranged event or meeting organized to facilitate communication of information and ideas.

                                                                                                 
	

	5
	Training
	Travel in conjunction with educational activities to assist the employee in becoming proficient or qualified in areas of responsibility.

Travel to a “conference” which is defined as a developmental assignment and meets ALL of the following conditions:

a) Announced conference purpose is educational or instructional

b) More than half of the time is scheduled for a planned, organized exchange of information between presenters and audience

c) Conference content is related to improving individual and/or organizational performance 

d) Development benefits will be derived through the employee's attendance

	· Job required training

· Internships

· Intergovernmental Personnel Agreements
· Forums                                                                                                                        


1 Family member is defined as: (a) Spouse; (b) Children of the employee or employee’s spouse who are unmarried and under 21 years of age or who, regardless of age, are physically or mentally incapable of self-support. (The term “children” includes natural offspring; stepchildren; adopted children; grandchildren, legal minor wards or other dependent children who are under legal guardianship of the employee or employee’s spouse; and an unborn child(ren) born and moved after the employee’s effective date of transfer.); (c) Dependent parents (including step and legally adoptive parents) of the employee or employee’s spouse; and (d) Dependent brothers and sisters (including step and legally adoptive brothers and sisters) of the employee or employee’s spouse who are unmarried and under 21 years of age or who, regardless of age, are physically or mentally incapable of self-support.
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