[bookmark: _GoBack]CONTRACTOR CONFERENCE TRAVEL REQUEST

Number of Travelers (Each traveler must fill out a form): 


Traveler Name:  

Traveler’s e-mail address:

Contractor:

Task Order Number:

Conference Name:

Dates of Travel:  

Travel Destination:  

Purpose of Travel:   

MSFC Point of Contact:

MSFC Procurement Point of Contact:

Estimated Travel Cost:


Which of the Following Apply?

	__ Travel Outside the Continental U.S. (Foreign plus Hawaii and Alaska)*

	__ Launch

__ Speaking engagement not at a NASA Center or an approved conference

__ Domestic Travel

__ Invitational Travel

__ Domestic Conference Attendance

__ Foreign Conference Attendance

Travel Criteria:  (Please explain how the planned travel meets each of the following)

a) The travel is essential and/or necessary (as compared to discretionary or preferable)


b) The travel contributes to the agency’s core mission


c) The employee travelling is substantively involved with the purpose of the trip


d) There are no alternative methods of participating (e.g., phone, video conference, or pre-recorded video message).




