OGC FORM 2


CLEARANCE REQUEST FOR SPONSORED TRAVEL 

Smithsonian Directive 103, the Smithsonian Institution Standards of Conduct (“SD 103”), requires in Section 14 that Smithsonian employees obtain advance clearance from the Office of General Counsel (“OGC”) in connection with any official travel for which any part of the travel costs are paid or reimbursed to the Smithsonian by certain outside parties.  (If travel costs are to be reimbursed to the employee, use OGC Form 5).  Please answer the following questions to determine whether you need to submit a clearance request for sponsored travel.
1. Will your travel be sponsored by an individual*?
Yes □ 


No □
2. Will your travel be sponsored by a for-profit entity?

Yes □ 


No □
3. Will your travel be sponsored by a foreign government or foreign governmental entity?
Yes □   


No □
If you answered “yes” to any of these questions, please provide the following information. Employees must attach all supporting documentation relevant to this request. This includes but is not limited to (a) a letter of invitation from the outside organization detailing the travel costs that the sponsor intends to cover, and if applicable (b) documentation that any honorarium offered is made payable to the Smithsonian and not the employee. Clearance is granted on the basis of, and limited to, the information disclosed in writing. Requests for clearance must be submitted to OGC no less than two (2) weeks before the travel is scheduled to take place. Completed forms should be submitted to OGCEthics@si.edu.

For purposes of this clearance request, the following clarifications apply:

Nature of Sponsored Travel Costs:  travel costs may be paid or reimbursed through monetary payments to the Smithsonian or through in-kind travel arrangements (e.g., a sponsor directly books the travelers airfare or hotel instead of reimbursing the Smithsonian for the expenses).

*Individual as the Sponsor: Clearance to receive sponsored support from an “individual” is not required if the sponsoring individual is (a) a family member or friend with no association (or contemplated association) with the Smithsonian, or (b) a donor who is underwriting travel expenses for a development event.  NOTE: with respect to (b), clearance must still be secured through unit supervisory channels.

Lavish Sponsorship: Travel expenses that involve large dollar amounts or take place at deluxe restaurants, hotels, nightclubs, or resorts may be considered “lavish” or “extravagant,” and must be submitted to OGC for approval using OGC Form 6 possibly in addition to this form. Such expenses may be approved if they are reasonable under the facts and circumstances. To illustrate, private plane travel is considered lavish for purposes of requiring additional clearance using OGC Form 6 possibly in addition to this form, but in may be approvable under certain circumstances.


“Foreign governmental entities” includes foreign universities, museums and research organizations that are largely funded by their governments, and multi-lateral or multi-national organizations such as the United Nations.

Direct Reimbursement: If you will be personally and directly reimbursed by an outside party for your travel costs, you must submit a separate direct reimbursement request to OGC using OGC Form 5.

Travel Authorized by Underlying Agreement: Sponsored travel that is expressly identified and authorized in an underlying agreement, e.g., gift agreement, grant or contract, does not require OGC Sponsored Travel Clearance.
1. Employee Information
Name:  
Title or Position: 
Employee Status (Federal/Trust):
Telephone Number 
Email Address:   
2. Sponsor Information
Name of organization paying travel expenses:
Location/Address:
Principal activities or mission:

3. Travel Information
a. What is the purpose of proposed travel, including whether the travel is to attend a meeting or similar function related to your official duties?   
b. What are the dates and itinerary of proposed travel? 

c.    What are the expenses to be paid or reimbursed to SI by the outside organization? 

d.  What is the relationship (e.g., donor, contractor, etc.) between the organization paying  your travel expenses and your Si unit?

e. Additional relevant information:
***

EMPLOYEE


The above information is accurate and complete to the best of my knowledge. I understand that I am solely responsible for ensuring that all requirements set forth in SD 103 are fully satisfied.

Type or Print Name and Title







Signature





Date
SUPERVISOR
I have read the above information, and □ approve or □ disapprove the sponsored travel based on the nature of the employee’s duties, time commitment involved, and overall mission of the unit.

Type or Print Name and Title







Signature





Date

UNIT DIRECTOR
 (if different from supervisor)
I have read the above information, and □ approve or □ disapprove the proposed sponsored travel based on the nature of the employee’s duties, time commitment involved, and overall mission of the unit.
Type or Print Name and Title







Signature 





Date

ETHICS COUNSELOR
I have read the above information, and □ clear or □ do not clear the proposed sponsored travel as consistent with the Smithsonian Standards of Conduct (SD 103).




Signature





Date
PLEASE KEEP A COPY OF THIS FORM FOR YOUR FILES.  IN ADDITION, ATTACH A COPY OF THIS COMPLETED FORM TO THE TRAVEL AUTHORIZATION TO WHICH THIS SPONSORSHIP APPLIES.
(Rev. 08/2016)
� Unit Directors are museum directors, research center directors, and individuals who lead primary Smithsonian departments. A current list of Unit Directors is available on the � HYPERLINK "http://prism2.si.edu/SIOrganization/OGC/Pages/FinancialDisclosure.aspx" �OGC Prism Site�.
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